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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The primary purpose of this study was to reveal 
implications for curriculum revision and guidance activities, 
by investigating the composition of the jobs on which those 
individuals who have trained in secretarial curriculums on 
the post-high-school level find employment. 
Secondary issues evolved toward the solution of this 
primary problem were: (1) to determine the occupational 
and industrial character of the employment found by this 
population; (2) to determine the tasks performed on the job, 
and to isolate common and differential elements; (3) to 
disclose areas of guidance needs which might be revealed in 
the solution of secondary issues (1) and (2). 
Justification for the Study 
Too often there has been a tendency in education to 
determine the curriculum and course content on the basis of 
convention and what is acceptable to those concerned, in the 
light of their capacities and experiences, with no attempt 
to implement the decisions reached by describing those 
decisions in terms of data collected at the source. In some 
instances this is inevitable. One would have difficulty in 
2 
determining the importance of teaching certain facts in the 
social sciences--American history, for example--by finding 
out how essential a knowledge of these facts might be for 
success in any particular field of endeavor. However, in 
the secretarial studies curriculum there is a considerable 
basis for determining what professional courses should be 
included and what their content should be. That basis is 
an analysis of factual information that can be gathered as 
to what actually are the tasks, duties, and responsibilities 
which comprise the various positions in which secretarial 
students find employment. 
With regard to training in this field on the secondary 
level, there is some evidence of the joint attempt of school 
and business to match the school product to the available 
jobs in a given community. On this level of training there 
is available to the curriculum planners the benefit of 
position analysis and classification activities in local 
offices where the pupils find employment. Detailed position 
descriptions are sometimes available to the schools. Or, if 
organized analysis has not taken place in industry, the 
teachers may conduct their own analyses by going directly to 
their job-markets. 
The problem of locating and analyzing jobs to which the 
trainees go from post-high-school secretarial curriculums is 
not so readily approachable. However, this in no way minimizes 
3 
the responsibility of those who are training people on this 
level to match their curriculums and course content to the 
jobs. 
. It was the intention of this study to investigate this 
situation in a systematic way, through a · representative 
cross-section of employed persons who had their training in 
secretarial curriculums on the post-high-school level. 
Subordinate Problems Posed 
Within the framework of the stated problem there 
appeared the following subordinate problems to be solved: 
1. What technique could be established and what type 
instrument devised which would conform to the general pur-
pose stated above? 
2. How would it be possible to find this representative 
cross-section sample of people working on office jobs who 
had had their training on the post-high-school level? 
3. What procedure would be most accepta8le for getting 
the inquiry form to the population, and for soliciting the 
co-operation of its members so that the largest possible 
percentage of responses might be obtained? 
4. What type of · analysis of the data gathered would 
best organize and crystallize this information so as to make 
it most useful for the purpose of comparing the job-market 
requirements with .the professional secretarial curriculum 
and course content? 
Suggested solutions to these subordinate problems 
appear on pages 36 and 37, Chapter III, following a con-
sideration of the principles governing this research. 
4 
CHAPTER II 
RELATED STUDIES IN EDUCATION,AND 
IN BUSINESS AND THE PUBLIC SERVICE 
Education 
Various studies have been made in education for the 
purpose of describing office jobs for curriculum and place-
ment uses. These studies may be generally categorized as 
(a) those conducted for the purpose of discovering job 
activities and opportunities in a given community for the 
help this might afford curriculum planners on the secondary 
level in a particular school, or in secondary schools of a 
particular size or type, and (b) those conducted for the 
purpose of investigating particular occupations for curricu-
lum implications and placement uses. 
Collectively these studies have been helpful in deter-
mining the content of the section of the investigating 
instrument concerned with job activities, for use in this 
present study. The nature of the objective and the scope 
of those in the (a) group above, discounted the value they 
might have in establishing procedures and techniques, how-
ever, for this investigation. There were several studies 
in the (b) group above which, because of broader scope and 
intent, were considered in detail by this investigator for 
5 
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assi stance they might afford in establi shing procedures for 
gathering and analyzing the data for this present problem. 
The studies are presented in chronological order according 
to date of publication, and numbered consecutively for con-
venience in later reference. 
Research Atudy 1· In 1923, under the sponsorship of 
v 
the National Junior Personnel Service, W. W. Charters 
and Isadore B. Whitley published the results of an investi-
Y 
gation, the purpose of which was 
First, to determine the duties performed by the 
secretary to businessmen and administrators; 
second, to determine the qualities which are con-
spicuously present in successful secretaries and 
conspicuously absent in unsuccessful secretaries. 
The population used in the Charters' study was taken 
from l ists of names supplied by schools and by employment 
services. No specific educational limitations were stipu-
lated. Educational background of those in the sample ranged 
from completion of eighth grade plus business school train-
ing, to completion of four years in a degree granting 
1/ The United States Bureau of Labor Statistics, Bulletin 
No. 518, Personnel Research Agencies, 1930 Edition, 
pages 109 and 110, reports the National Junior Personnel 
Service, Inc., as having been incorporated in 1923. The 
primary purpose was to provide non-partisan auspices for 
discovering and presenting facts on problems of vocational 
and life adjustment. There is no evidence of the present 
existence of the Service, nor of its dissolution. 
Y W. W. Charters and Isadore B. Whitley, Analysis of Secre-
tarial Duties and Traits, Williams and Wilkins, Baltimore, 
!924, page 11 
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secretarial college. The objective was to survey duties 
performed by all classes of secretaries, but care was taken 
to avoid too heavy numerical weight in the lower brackets 
of training from which it would be logical to expect the 
greatest number of workers to come. 
There were no artificial restraints placed on Charters' 
population as far as geographical location was concerned. 
Evidence of distribution of the participants is not given, 
but of the sixteen sources of lists of names, twelve of 
them were located in seven states and eight cities. 
Industrially, Charters indicates fifteen areas of 
business activities engaged in by the companies employing 
the participants. 
Charters' population involved two groups. For job 
activity data, 1,845 persons engaged as secretaries were 
solicited by mail. Responses were received from 715, repre-
senting 38 per cent participation, which Charters considered 
"unusually high." He attributed this largely to the nature 
of the secretary as a personality type. As to the other 
phase of the study, the data on personal traits, twenty-
eight employers were solicited through personal interview. 
The inquiry instrument used for gathering the job 
activity data in this study is probably the most comprehen-
sive list of job duties available. This fact, plus the 
exhaustive research of Charters in assembling his list of 
8 
duties, made it the logical starting place for building the 
inquiry form for this present study. Time span, from 
Charters' study to the present time, might seem to be a 
qualifying factor with regard to the nature of the items, 
but examination reveals a certain permanence in the funda-
mental character of the recording activities of business 
which are a major function of the office. 
This investigator proposes to review in some detail 
in the succeeding paragraphs, the procedures used in the 
Charters' study to prepare the investigating instrument. 
Two persons were retained as interviewers. After a 
one-month training period, a three-month period was devoted 
to gathering the duty items. The training program consisted 
of trial interviews for the purpose of developing an inter-
view pattern that would bring best results, and of confer-
ences between the investigator and the interviewers to 
expose weaknesses in the interview structure and to clear 
up other difficulties with which they were confronted. 
The research procedure provided for two interviews with 
each of 125 secretaries in a selected group. The investi-
gating instruments for this preliminary phase of the study, 
included (1) a preliminary list of 166 duties, compiled 
principally within the office of the investigator; (2) a 
time chart, and (3) questions for use in the interview. 
The object of the first interview was to sell the interviewee 
9 
on the problem, to gather identifying data about the job, 
and, in the interest of accuracy and completeness, to 
instruct the interviewee on the completion of the preliminary 
Duty Check List. This list, together with the Time Study 
Chart, was left with the secretary for one week, with the 
request that she keep a time study record of her activities 
during that period, and that she check duties performed 
which appeared on the Duty Check List, and add to it such 
additional tasks as she might perform. The second inter-
view was arranged primarily for the purpose of collecting 
the Duty Check Lists. 
A composite list of all the duties which had been 
gathered in this manner was prepared. This final Duty Check 
List of 871 duty items was then submitted to the office 
workers composing the sample population, together with a 
letter of transmittal and directions for completing the 
inquiry form. 
Data gathered on job activity were tabulated according 
to frequency of mention of the various items. Items were 
also organized into decile groups according to frequency 
of mention in the industrial groups represented by the 
companies employing the participants. In addition to fre-
quency of mention of the various items, Charters reported that 
the median number of duties performed was 130, and that eighty-
seven duties which were contained in the first decile 
10 
occurred with uniform frequency in all occupations. 
The personal trait phase of this study was handled 
through a carefully planned system of interview. Scrutiny 
of the original trait list compiled was performed by two 
translators working independently. A composite list of 
forty-seven traits resulted. Each trait was expressed in 
terms of specific actions in order to structure the inter-
pretation. The items were then presented in order of fre-
quency of mention by the twenty-eight employers interviewed. 
Findings on both duties and traits were interpreted 
for curriculum implications. A Summary Report, designed to 
meet the needs of employers, employees, and vocational 
counsellors, also was published, omitting the detailed 
research technique and findings having distinct educational y 
value. 
Research study 2. In 1934, Frederick G. Nichols under-
took to study duties and traits which would distinguish the 
position of personal or private secretary from other so-called 
secretarial positions, in an attempt to clarify the termin-
~ 
ology used in job titles. This study was sponsored by 
W. w. Charter$ and Isadore B. Whitley, Summarized Report, 
The National Junior Personnel Service, Inc., Baltimore, 
1924 
Frederick G. Nichols, The Personal Secretary, Differen-
tiating Duties and Essential Personal Traits, Harvard 
University Press, Cambridge, page 8 
11 
y 
the American Institute for Secretaries. It was maintained 
by Nichols that the earlier Charters' study did not satisfy 
this service (the Institute), in that the method of select-
ing cases in the latter study voided any assurance that all 
who participated were actually secretaries. To make reason-
ably sure that only private secretaries were included in the 
sample for this study, Nichols approached officers of colleges 
and business personnel directors for names of people known y 
by them to be secretaries. Nichols' study states 
••••••••• The responsible head of each such (co-
operating} college or personnel department was 
urged to name only people who are known by him 
to be in positions which can honestly be des-
cribed as private secretary as distinguished from 
other kinds of secretaries and office workers. 
Nichols recognized the difficulty in distinguishing 
precisely between a secretary and a stenographer or other 
office worker at borderline levels, and eve~y precaution 
was taken when soliciting the names of cases, to exclude 
persons dealing with problems of offi~e training at lower 
A non-profit educational corporation having a President 
and a Board of Regents (advisory) consisting of thirty-
four businessmen and educators. The Institute offered 
service to those interested in trainin~, employing, 
advising, or directing the work of off~ce secretar~es. 
The Division of Reference and Research Services of the 
Boston Publi c Library, Boston, Massachusetts, repor t s 
t he or ganization no longer in existence and the date of 
its dissolution not available. 
Frederick G. Nichols , Op. ci t . , page 9 
levels, so that inclusion of questionable jobs might be 
avoided. 
12 
Like the Charters study, Nichols' population was com-
posed of two groups. However, in Nichols' study both secre-
taries and employers contributed data for both aspects of 
the study--personal traits and secretarial duties. 
Information is revealed in the report that the co-
operating groups were located in a total of sixty-seven 
cities and twenty-two states, reflecting a broad geographical 
distribution. Indu strially, Nichols' population represented 
ten areas of business activity. 
Nichols' procedure, like that of Charters', was one of 
mailing the inquiry form to the population. There were 692 
secretaries in Nichols' original mailing list. Tabulated 
responses were included in the duty analysis from 238 people, 
34 per cent of the original list. Co-operating employers 
numbered eighty-seven. Nichols, like Charters, considered 
this participation to indicate "exceptional co-operation." 
The investigating instrument, especially prepared for 
Nichols' study, consisted of two parts: a check-list of 
thirty-four personal traits, and a check-list of thirty-five 
secretarial duties. Both lists were built on the basis of 
detailed investigation of available sources. 
The thirty-five items composing the duty list, which 
were adopted after considerable study, were presented in 
13 
terms of complex services performed by secretaries. Nichols 
contended that the detailed job tasks of Charters' investiga-
tion were important for training implications only, and that 
with complex items common and differential activities at the 
secretarial level would best be discovered. 
Nichols requested participants to indicate rank order 
of items by assigning to each a number according to the "im-
portance" of the item. Members of eaph group were asked to 
rank both the duty i terns and the trait i tem·s-. A rank of 
from one to thirty-four was requested on the trait list, and 
from one to thirty-five on the duty list, according to where 
the individual placed each item with relation to other items 
on the basis of frequency of performance on the job. 
Nichols showed four tabulations of the responses, 
according to frequency of mention of the items, as follows: 
(1) s'.ecretaries' ranking of duties; (2) e~mployers' ranking 
of duties; ( 3) secretaries' ranking of traits; (4) e;mploy-
ers' ranking of traits. The items were then allocated to 
one of seven established rank-classes. Each class in-
cluded five rank places. C.lass A included items which were 
most frequently ra t ed in first to fifth places inclusive; 
Class B included items most frequently rated in sixth to 
tenth places inclusive, and so on through Classes C, D, E, 
F, and G. Class G included items most frequently rated in 
thirty-first to thirty-fift~ place on the duty list, and in 
thirty-first to thirty-fourth place on the trait list. In 
presenting the duty data, Nichols described the classes as 
follows: 
Class A Relatively Important D4ties, Primary 
Classes) Relatively Important Duties, Secondary 
B and C) 
Classes) Relatively Unimportant Duties, Doubtful Universality 
D and E) 
Classes) Relatively Unimportant Duties, Negligible Differen-
F and G) tiating Value 
The same procedure was used for each of the two bodies 
of trait data (the secretaries' and the employers'), with 
slightly different class terminology. 
This organization of the data evaluates the duties in 
Nichols' study, as in Charters', according to frequency of 
occurrence in performance on the job. By describing duties 
infrequently performed as of "doubtful universality," or 
of "negligible differentiating value," Nichols' study d,oes 
not consider the nature of the task plus the fact that in-
frequent occurrence mi ght differentiate at higher levels of 
performance as well as at lower levels. However, Nichols' 
treatment is given in detail here because, as a classifica-
tion of secretarial duties it may be helpful in the 
position-clas s ification in the present study. 
Research J!.:!illQ.x }. In 1943, Thelma Maude Potter made an 
analysis of the work of a group of general clerical employees. 
15 
11 
Her objectives were 
••••••• (1) to determine (a) the characteristics of 
the work of the typical general clerical employee, 
and (b) the characteristics of typical business 
in-service training programs for general clerical 
workers; and (2) upon the basis of facts discovered, 
to draw conclusions concerning a desirable secondary 
school training program for general clerical workers. 
This study was confined to representative workers in 
the offices of several co-operating companies in New York 
and Baltimore. The five types of business in the United 
States employing the largest number of general clerical 
workers were represented in the industrial activities en-
gaged in by the co-operating companies. 
Miss Potter found that "literally thousands" of em-
ployees in the general clerical area are doing highly routin-
ized tasks. Because of this intense specialization, it was 
considered advisable in this study to investigate a few 
workers in the several categories of general clerical work 
and the analysis concerned itself, therefore, with a detailed 
study of forty-eight representative workers. 
A Time Analysis Chart and an Interview Form were 
developed by the investigator in this research to secure 
the required data from a selected group of general clerical 
employees through interview and observation techniques. 
11 Thelma Maude Potter, An Analysis of the Work of General 
Clerical Employees, Teachers College, Columbia University, 
New York, 1943, page 1 
16 
Results were analyzed in terms of hours and per cent 
of total hours which general clerical workers were found 
to devote to certain job activities which composed their 
jobs. This information was organized into patterns of job 
activity for this occupational group, and curriculum im-
plations were drawn. 
\ 
Research §tudy 4. In 1948 the results of a survey of 
office job duties as performed by high-school trained pupils, 
was published in Pittsburgh, Pennsylvania. This was the 
third of a series of surveys conducted by a committee of 
commercial teachers under the direction of the Division of 
Curriculum Development of the Board of Public Education. 
The study was made in co-operation with the National Office w . 
Management Association. 
The purpose was to expose necessary adjustments in 
school curriculums, in the light of technological and other 
developments, "to effect a better co-ordination between 
business education in the public schools and business itself." 
The questionnaire technique was used. 
Data on office job duties were based on returns from 
1,668 employees working in thirty-three firms, engaged in 
§I Commercial Education Study Committee, "Survey of Office 
Duties and Employer Recommendations for Improved High-
School Training," Pittsburgh Schools, Board of Public 
Education, Pittsburgh, Pennsylvania, (September-Qctober, 
1948) Vol. XXIII, No. 1, page 4 
twelve types of business. Recommendations for additional 
training were based on returns from fifty-eight employers 
in forty firms. 
Eighty-four duties were reported by the employees. 
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The duties were presented in rank order, in this study, 
according to frequency of mention by the entire group of 
workers~, Paralleling this information, the frequency of 
performance of each duty in each of four classifications was 
shown. The classifications, established on the basis of 
similarity of duties and possible training areas, were: 
Stenographic, General Clerical, Record Keeping, and Machine 
Operator. A further report was made according to frequency 
of occurrence of the duties as performed in the various 
payroll groups (according to payroll titles), which had 
been incorporated in the training area classifications. 
Employer recommendations were reported in rank order 
of frequency of mention. Fifty-nine items of office activity 
were included in the recommendations for improved training. 
Summary. From these research studies in education, 
the most valuable contribution to the present study has been 
the Charters and Whitley list of office job duties. This 
was adopt·ed as a basis for the inquiry instrument prepared 
for this present investigation. The Charters list was 
supplemented by the duty lists used in the · other studies men-
tioned, and by many of those in the inquiry forms of the more 
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limited studies. Available secretarial practice textbooks 
and course syllabi were also considered. The Yearbooks, 
and especially the American Business Education Yearbook, 
~ .b . 1 f Volume IV, contr~ uted extens~ve y. Re erence was made 
to published materials in government service and business 
generally. The background of office work experience of the 
investigator and others consulted who were engaged in office 
occupations served to augment the researches. 
A further value appeared in the experience of rtesearches 
1 and 2 in mailing the inquiry instrument to individuals and 
soliciting their co-operation. The mailing procedure proven 
successful in the earlier studies might be expected to bring 
satisfactory results to any later investigation. 
Business and the Public Service 
Although these sources in education provided valuable 
assistance in establishing the content of the investigating 
instrument, the most likely place to turn for help in deter-
mining the nature of the techniques and instruments to be 
used to gather the quantity of factual information necessary, 
proved to be the techniques and procedures used in position-
~ American Business Education Yearbook, The Changing 
Business Education Curriculum, Published jointly by 
the Eastern Commercial Teachers Association and the 
National Business Teachers Association, New York 
University Bookstore, New York, Vol. IV, 1947 
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classification in the public service, or in job analysis in 
191 
business and industry. 
There is a vast quantity of material in personnel and 
management literature about the history and development of 
job analysis since its inception, commonly placed early in 
the present century. Two of the earliest movements were 
Taylor's work in time study, and Gilbreth's, in motion 
study. Their pioneering efforts in job study are placed 
between 1909 and 1914. Both the Taylor and Gilbreth groups, 
however, were more interested in job study from an engineer-
ing viewpoint, their principal objectives being investiga-
tion toward better control of materials and methods. 
E. 0. Griffenhagen is generally credited with establishing 
the concept of breaking down the jobs into their component 
parts through the process of job analysis. His first 
application of occupational classification principles in 
the public service, and, a little later in private industry, 
is placed chronologically a year or so later than the Taylor 
and Gilbreth movements. 
Fred Telford, Classification Manual, (privately pub-
lished), Washington, March 1, 1937, page 9, Footnote 3: 
"Differences in approach and terminology often hide from 
the undiscriminating the fundamental likeness of employ-
ment problems in the public service and in commercial 
organizations. The fact that 'classification' is commonly 
used in the public service, and 'job analysis' in commer-
cial organizations to label identical operations, should 
not obscure their common objectives, and, in nearly all 
important respects, their common problems and procedures." 
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Through the many factors in the tremendous growth in 
the scale of production in our economy, interest and activity 
in job analysis and its end-products have flourished. Expo-
nents in the fields of psychology, industrial relations, 
business management and others have made available the re-
sults of their thinking and performance in the processes of 
job analysis until there is a rather extensive body of 
information presenting varied approaches to the problem, 
as well as varying techniques and procedures. 
Asa S. Knowles, expert in business management and well-
known educator, Eugene J. Benge, of job evaluation fame, 
c. W. Lytle, C. S. Mattoon, Clarence L. Shartle, and the 
late William Henry Leffingwell, to mention a few, have, 
through their publications, been of much help in establish-
ing a background for this investigator. 
Three publications which have come out of the efforts 
at Position-Glassification in the public service have been 
of greatest value, and are commented on briefly in the suc-
ceeding paragraphs. 
The Telford Classification Manual, published in 1937, 
has offered the most concrete assistance to the entire 
process of gathering data and analyzing and organizing it 
for this particular study. In the Foreword, Mr. Charles P. 
Messick, then Chief Examiner and Secretary, New Jersey 
State Civil Service Commission, credits Mr. Telford with 
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filling the gap left by most personnel writing, by telling 
us "How to do it •••• His fingerprint ·s, both as a doer and 
lJ/ 
a writer, are all over the personnel field." 
Mr. Telford has put down in this volume principles 
involved in position-classification which have been proven 
by use, and the step-by-step procedure for the entire pro-
gram of which job analysis is the base. It is to this 
source that the writer is most indebted for the assistance 
that made possible the analysis and classification which 
are the outcome of this study. 
In 1941, the Committee on Position-Classification and 
Pay Plans of the Civil Service Assembly of Chicago, brought 
together and published what were considered by them to be 
the most important contributions to this whole movement. 
This volume was published in an attempt to "stimulate the 
further development and use of position-cl~ification as 
1Y' 
a facilitating instrument for personnel administration." 
The clear-eut and detailed treatment of all phases of job 
analysis and position-classification activities which have 
been presented in this volume have been enormously ·helpful 
111 Fred Telford, Ibid., Foreword, page 5 
~ Civil Service Assembly of the United States and Canada, 
Committee on Position-Classification and Pay Plans in 
the Public Service, Position-Classification in the 
Public Service, Chicago, 1941, Preface, page-xiy--
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to this investigator, and frequent reference is made to it 
in the development of this report. 
w 
The Training and Reference Manual for Job Analysis, 
has also contributed largely in orienting this investigator. 
This publication, appearing in 1944, was prepared by the 
Department of Labor, United States Employment Service, Occu-
pational Analysis and Industrial Services Division, as a 
result of "many experiences encountered during ten years 
of investigation, by trial, to determine the best methods 
of obtaining accurate and discriminating information about 
w jobs." As with the Civil Service Assembly publication, 
this training and reference manual was made · available to 
the general public so that private industry could benefit 
from the public service experience in the field of job 
analysis. 
~ Department of Labor, United States Employment Service, 
Occupational Analysis and Industrial Services Division, 
Training and Reference Manual for Job Analysis, 
Washington, June, 1944 
W Ibid., Foreword, page II 
CHAPTER III 
PLAN OF PROCEDURE 
Principles of Position-Classification 
Review and study of the development of job analysis 
through its application in private industry and in the pub-
lic service, reveals certain principles and techniques now 
accepted as an esseAtial part of any pattern of job analysis, 
if it is to be successful. The precise procedure, however, 
will differ from study to study depending on the specific 
. 
objectives, on the scope, and on the techniques permitted 
by existing circumstances. 
v 
The USES manual for job analysis provides that 
Basically there are but three parts to the analy-
sis of any job: (l) The job must be completely 
and accurately identified; (2) The tasks of the 
Job must be completely and accurately described; 
l3) The requirements the job makes upon the worker 
for successful performance must be indicated. 
Any additions to these three are for the purpose 
of specific programs and have specific uses. Under 
any conditions the second of these three parts is 
outstandingly important--the complete and accurate 
describing of the job tasks. Without this the rest 
of the analysis lacks meaning. 
Categories of information to be obtained and reported 
.J1 Department of Labor, United States Employment Service, 
Ibid., page 1 
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in order to meet the requirements for a complete analysis 
of a job· are summarized in this manual as being four in 
number. These have been formalized by the USES into a 
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measurement device designated as "The Job Analysis Formula." 
The four categories are: "WHAT the worker does; HOW h.e does 
Y' it; WHY he does it; and the -SKILL involved in the doing." 
The first-mentioned, WHAT the worker does, is mandatory for 
any job analysis, regardless of its objectives. Attention 
to the other three hinges on specific detail about the job 
and the worker that is necessary for solution of a particular 
personnel problem. 
The job analysis should not, however, be regarded as 
an end in itself, but as a means to an end. The common 
end-products, the ,~ob .description, the J-ob specification, 
and the job dlassification, are the actual personnel tools. 
The content of these end-products is objective information 
that has been gathered through job analysis, and on the basis 
of which the various personnel problems may be more intelli-
gently considered than they could possibly be if job analysis 
procedures were absent. 
The ~ob dlassification plan has come to be the most 
important administrative tool in the solution of personnel 
problems. Only through such a classification plan can 
£/ Ibid. 
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relationships from job to job be shown with definiteness 
and certainty whether the purpose is job evaluation, the 
setting of a pay scale, training implications, or employ-
ment. The Civil Service Assembly volume quotes from the 
Thirteenth Biennial Report of the California State Person-
. :¥ 
nel Board as follows: 
The Classification plan is the all-important 
foundation upon which all other personnel tran-
sactions are based. Without the basic classifi-
cation plan to provide for equality in rates of 
pay for comparable types of work; to provide the 
necessary statement of background and skills and 
abilities on which recruiting and testing activities 
are based; to define the interrelationship of 
classes in such manner as to make clear the lines 
of promotion and transfer; and to provide the 
terminology by which the personnel agency, the 
budget authorities, the department heads, the em-
ployees, the legislature, and the public may refer 
conveniently and accurately to recognizable classes 
of employment; most of the work of personnel ad-
ministration would be difficult if not impossible 
to do. 
Job ,descriptions devoted to WHAT the worker does, and 
a job classification, grouping the jobs in which the ;indi-
viduals sampled for this study are found to be engaged, were 
the tools sought by this investigator to satisfy the pur-
poses of this study. It is by no means implied that a more 
detailed picture of the jobs would not be of added value. 
The importance of the second, third, and fourth factors in 
the USES Job Analysis Formula should not be disregarded in 
~ Civil SerVice Assembly of the United States and Canada, 
Op. cit., page 55 
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training. However, the circumstances under which this 
investigation was undertaken--the fact of its being an 
independent study, limited by the physical and financial 
resources of one investigator--made it necessary to restrict 
this investigation to obtaining objective data in the single 
area--WHAT the worker does. 
To this end, the investigator has isolated nine govern-
ing principles and techniques which have been proven through 
position-classification experiences in the field. They are 
summarized below with reference to their application to this 
particular study. 
1. The objective ~ the program must ~ clearly stated. 
The techniques and procedures adopted for any investi-
gation in a classification program should be planned with 
a specific purpose in mind. If ]ob descriptions are the 
end-product required by the objective, then the investiga-
tion should be confined to describing the job tasks. If 
,Job .specifications are also required as a tool in the solu-
tion of the problem, then the analysis must provide for 
data to describe the demands which the job makes on the 
worker. In any event, the clear statement of the objective 
should control the extent of evidence gathered. Evidence 
should be complete for the purpose in mind, but it would 
be uneconomical from any angle to gather any quantity of 
data not dictated by the situation. 
In the instance of this study the objectives are 
established in the statement of the problem. 
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2. The jobs to be analyzed should be definitely deter-
mined. 
Job analysis is concerned with specific jobs and should 
not be regarded as a general view of what someone thinks the 
job is or should be. Without strict limit on the scope of 
the program in terms of specific jobs, logical conclusions 
would be prohibited because of possible internal inconsis-
tencies. By predetermining the jobs and identifying them, 
this limit is provided. In this study, the identification 
of the jobs to be investigated is inherent in the purpose 
of the study. 
3. Certain qualities ~ essential in the personnel 
delegated !Q the responsibility_ of gathering the 
data and formulating the end-products of job 
analysis. 
Earlier in the era of job analysis, authorities con-
sidered that the products of job analysis could serve the 
purposes of management adequately only when trained analysts 
planned and executed the program. More recently, it has 
been found expedient, and for most purposes satisfactory, 
to utilize the knowledge and abilities of personnel workers 
within the plant. This thesis that an adequate job may be 
accomplished by someone less than a trained analyst is 
supported by Telford. He points out that 
There have been tremendous improvements in tech-
niques which make it possible for the personnel 
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administrator of average ability, without unusual 
facilities and resources, to do quickly, certainly, 
and economically the things that only a few of 
unusual ability, resourcefulness, and perseverance, 
fortunately sit4ated otherwise, could accomplish 
at the outset.~ 
For purposes of industry, certain personal qualities and 
technical knowledge and experience in classification work, 
as well as administrative and judicial experience and ability, 
are necessary. For ptlrposes of this study the primary demands 
appeared to be (1) some knowledge of the techniques and pro-
cedures of position-classification as already practiced, and 
(2) familiarity with the complexities of office job activities. 
4. The full co-operation of the worker should be 
solicited. 
Within an organization this principle may be provided 
for in the selection of the administrator for the program. 
Telford and others specify an executive having the confi-
dence of the workers on the jobs involved. This safeguard 
for the results of the classification program, that of 
orienting the workers into a sympathetic view toward the 
investigation through the interaction of personnel, was 
denied the present study. Provision for this important 
principle placed the burden on the investigating instrument 
and on the appeal generally in this present study. 
5. A definite plan for conducting the analysis should 
be established. 
Preparation of a J ob Analysis ~chedule insures a more 
~ Fred Telford, Op. cit., page 6 
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economical and complete realization of the final objective. 
Without a step-by-step plan it would be more difficult to 
obtain the broad view of the program so necessary to a 
direct and inclusive completion. . 
The .Job Analysis schedule adopted for this present 
study is included on pages 37 and 38. 
6. Techniques and procedures to be used for gathering 
the data should be established. 
?I Telford presents the three principal techniques that 
have been successfully used for accumulating the necessary 
facts, as follows: 
1. Interviews by members of the classification 
staff with individual officers and employees, 
or with their supervisors, or with both.· 
2. Observation and study, by members of the clas-
sification staff, of the work of the individual 
officers and employees, and of the plant, pro-
cedures, forms, flow of work, and personnel of 
large and small units. 
3. Written questionnaires filled out by officers 
and employees, or by their supervisors, or in 
part. by officers and employees and in part by 
supervisors. 
It is a matter of fact that any one of the three tech-
niques for securing basic data for classification purposes, 
. §I 
has advantages and disadvantages. Telford points out, 
At first thought, it (the interview method) seems 
3( Ibid., page 22 
§/ Ibid., page 23 
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to be the •natural' method. In practice, however, 
it proves to have severe limitations. 
The expense in time and money is a factor which prevents 
its use in many instances. Furthermore, to locate and train 
competent personnel for this technique is a major considera-
tion. Also, the interview method has its dangers of unre-
liability in hearing and getting down the facts. Observa-
tion has simil9.r drawbacks and is practicable only in small 
organizations, and should then not be the sole source of 
data. · In connection with the questionnaire, there is the 
obvious advantage that a tremendous number of facts may be 
gathered economically and in usable form. Also, the burden 
on office time is minimized. However, there is again the 
danger of misinterpretation, principally because of the 
form in which the information is supplied and the psycholog-
ical disadvantage of this over-used type of inquiry. 
It was originally intended that data for this study 
should be secured through personal observation and inter-
view by the -investigator with the worker on the job and with 
the supervisor. Por the number of cases necessary to produce 
the picture desired,, _these techniques would have been im- · 
practicable, and the advantages of them were sacrificed in 
the interest of number of cases, and the scope of jobs 
according to industry and level of activity which it was 
expected increased numbers would bring to the study. 
The questionnaire plan of inquiry was the logical avenue 
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open to this investigator. 
Although Telford recommends a "judicial combination of 
all three techniques, using each when it best meets the 
. ]/ 
requirements of the situation," he further states, 
Written questionnaires, experience shows, consti-
tute the least expensive and most reliable means 
of securing the basic facts needed for classifica-
tion purposes; they should therefore be used for 
securing these facts. · 
7. The investigating instrument and procedure should 
insure completeness. of essential data, and accuracy 
and objectivity in the nature of it. 
The investigating instrument for job analysis is now 
universally some type of position £iescription r:orm. The 
technique adopted for gathering the data, togetner with the 
objective of the program, determines the exact content and 
format. 
The items included should be sufficiently complete to 
cover the ground demanded by the situation, and extraneous 
material should be carefully excluded. The instrument should 
be · set up for objective response as far as possible. It 
should guard against inaccuracy in completion, as well as 
misinterpretation in both the completion and the later analy-
sis. It should be built to rule out personal bias in the 
responses as far as it possibly can. 
Two types of investigating instruments have been evolved 
for job analysis purposes: (1) the "general" plosition 
]/ Ibid. 
deicription form, and (2) the "specialized" ~osition descrip-
.§1 . . 
tion form. The former is used most commonly. It lends 
itself to · ~ variety of jobs as it provides for objective 
response to routine identification items, and for narrative 
description of the actual job tasks. Of the two types, it 
places least restraint on the worker in describing his tasks. 
Once such a position aescription form has been established 
it may be used pretty generally within the given organiza-
tional structure• 
The "specialized" questionnaire type instrument, how-
ever, adapts itself to a single occupational group or closely 
related groups by providing duty items that may be checked 
by the worker, rather than providing for narrative descrip-
tion of the job in the worker's own words. An example of 
the "specialized" instrument is that used in the Civilian 
Personnel Section, Occupational Standards Unit of the Air 
Service Command during the early forties. 
Regardless of which of the two types of instrument is 
used an important concept has been established, namely, that 
the worker shall describe the job tasks which he performs on 
his job, even though the technique provides a check by the 
supervisor or job analyst • 
.§1 Civil Service Assembly of the United States and Canada, 
Op. cit., page 172 
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To: •quote Telford 
Actual experience has repeatedly proved that the 
employee himself, even if unaccustomed to express-
ing himself in writing and confronted by language 
difficulties, normally tells about his work better 
than any other person •••• . Experience has re-
repeatedly shown the economy of effort, the general 
satisfaction, and the relative completeness and 
accuracy attained by having the employee holding 
any position (who therefore best knows his duties, 
responsibilities, and organization relationships) 
make the. original statement; by having his imme-
diate supervisor review and where necessary sup-
plement (but not change) such statement and point 
out inaccuracies, and by having the classifier do 
anything necessary to secure other needed facts 
and to obtain the background needed to interpret 
those thus recorded. 
In further support of this fact that the worker knows 
best what his tasks are, even when the analyst writes the 
narrative description of the tasks performed, there is still 
dependence on what the worker says he does. Advisedly, in 
such instances, there is .verification involving all three 
people--the worker, the supervisor, and the analyst--until 
exact understanding and agreement is achieved concerning 
the actual tasks and the statement of those tasks as written 
in the description. 
Regardless of which type instrument is used and what 
procedure is established for gathering the data, every pre-
caution should be taken to identify and describe the job 
accurately and completely. This principle was closely 
2/ Fred Telford, Op. cit., page 25 
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r~garded in preparing the "specialized" form of instrument 
adopted for this study. 
B. A preliminary view of the content of the jobs to 
be analyzed should be provided. · 
In industry and in the public .service the person direct-
ing the job analysis and classification program should know 
himself, or be in a position to obtain first-hand information . 
from supervisors arid workers, just what the jobs consist of 
prior to launching the program. Preliminary Job .descriptions 
and a preliminary ]ob classification may be prepare~ to serve 
this principle. These instruments, however, should be re-
garded as completely flexible and as serving the program as 
guides. They should in no way be permitted to do violence 
to the final product of the classification program. 
Such preliminary instruments should assist in maintain-
ing the relationship between the analyst and the job--that 
is, it is the job itself and not the worker on the job that 
is under view. This is particularly important when the 
person directing the program is actually an employee of the 
organization where the analysis is taking place, and is, 
therefore, apt to know personally a few or many of the 
workers. There may be some difficulty under those circum-
stances for the classifier to divorce the person from the 
job. 
In the instance of the present study it was not possible 
to predict exactly what jobs were being viewed. One of the 
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purposes of the study was to determine to what specific jobs 
this population goes. As a result it was necessary to pre-
view in terms of several possible clerical jobs and what 
they appeared to encompass in the light of common curriculum 
practices, this preliminary view to be reflected in the con-
tent of the investigating instrument. A preliminary .job 
cl assification, however, was established at the beginning 
of the actual classification process, and served as a guide 
for allocating the positions to the levels within the broad 
series that were represented in the sample. This is ex-
plained in detail on pages 168 through 173. 
It should be pointed out here also, that the very nature 
of the technique for securing the data served to separate 
the job from the worker in a satisfactory manner. 
9. Organization of the~ data .qathered shall be in 
the form of ~ usable end-product tool. 
Without some form of usable tool, the data gathered 
would only succeed further in bewildering those concerned 
with the administration of personnel problems. The position-
cl assification_ based on common and differentiating elements 
from job series to job series, and from job to job within 
each series, is the final end-product. This has come to be 
regarded as the major means for facilitating the accomplish-
ment of personnel administration. In the Civil Service 
Assembly publication, position-classification is described 
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1.QI 
in the following manner: 
••••.• a mechanism for management, its reason for 
being is that it furnishes a logically arranged 
factual basis about positions and their duties 
and responsibilities, which is essential for 
large-scale operations in other personnel proces-
ses, such as recruiting, testing, selecting, trans-
fer, and promotion of personnel •••• 
In addition to the ~osition-dlassification, it was the 
intention of this investigator to arrive at ~osition des-
criptions for the various levels of jobs found within the 
broad series that might be established from the data gathered. 
These .would reflect detailed and specific outcomes of the 
study and would be tools to serve curriculum planning. 
Solutions to Subordinate Problems 
Consideration of the principles set forth on the pre-
ceding pages suggested the following solutions to the 
subordinate problems posed in Chapter I, page 3. 
1. A position description form such as is used in 
industry and in the public service, written in "specialized" 
form to secure adequate job analysis data, would serve the 
purpose of this study. 
2. For meaningful results the population sample should 
be on as large a scale numerically as would be tolerated by 
the restrictions imposed on the individual investigator, 
1Q( Civil Service Assembly of the United States and Canada, 
Op. cit., page 51 
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with no artificial geographical, industrial, or occupational 
limitations. 
3. The method of approach in this study should be that 
of mailing the inquiry form to the sample, providing for a 
sufficiently strong appeal for interest and co-operation to 
insure adequate returns. 
4. The data would best serve the purpose of the study 
through its organization into ,job .nescriptions and a j ob 
.cl assification plan for the jobs reported on. 
Job Analysis Schedule 
Toward the solution of these problems a job Analysis 
.schedule was evolved. This is presented below. 
-A Position Description Form shall be prepared that 
will (1) identify the job, and (2) describe the 
tasks, duties, and responsibilities which compose 
it. The instrument will provide for both common 
and differentiating elements from series to series 
and from job to job within each series. It will 
consider strength of appeal to insure maximum co-
operation, and it will consider also the factor of 
burdensomeness to the worker in completing it. 
A sample populati~n shall be selected that will 
reveal, on as broad a sc~le as possible, the jobs 
to which people go from post-high-school secretarial 
curriculums. 
Mailing plans shall be set up so as to reinforce the 
appeal of the Position Description Form, explain the 
purpo~e of the study, and urge interest and co-
operation. Mailing plans shall also give strong 
consideration to the co-operating workers, reducing 
to a minimum the burden to them of taking part in 
this study. Mailing plans shall also provide for 
follow-up of the original appeal. 
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The data revealed in the responses shall be analyzed 
and organized into a Job ~lassification and Job ~es­
criptions shall be drawn from it. 
Each step of the ,j'ob Analysis Schedule is discussed in 
detail in Chapters IV, V, and VI, and the execution of the 
various phases is reported as it occurred in the development 
of this study. 
CHAPTER IV 
CONSTRUCTION OF THE 
POSITION DESCRIPTION FORM 
A rather unusual burden was placed on the inquiry form 
in this study. It must gather all the data without benefit 
of other techniques. It must gather a large quantity of 
factual data, adequate for the task in hand, .and at the same 
time, it must be constructed to guard against length. The 
items must be expressed so as to eliminate misinterpreta-
tion and to call for objective responses. The instrument 
must be set up so as to facilitate its completion by the 
participant, as well as the tabulation and organization of 
the data later. The mechanics of it must be completely yet 
concisely explained to make smooth and easy completion 
possible, and it must be attractive in format so as to 
engage the interest of the particular population sample. 
The purpose of the study confined the items to be in-
cluded in the inquiry form to the following areas: (1) iden-
tification items that would locate the job and describe 
certain qualifications required of the workers, and (2) posi-
tion description items that would describe the tasks, duties, 
and responsibilities composing the job. Discussion follows 
regarding the principles applied in the determination of 
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the items and the development of the form. Six phases in 
the construction of the inquiry instrument included: 
1. Determining the content of the identification items. 
2. Establishing the format of the identification items. 
3. Determining the content of the duty check list. 
4. Establishing the format of the duty check list. 
5. Providing for adequate directions for completion 
of the form. 
6. Refining the instrument. 
Content of the Identification Items 
Any pre-established inquiry form would not adapt itself 
to this study, as the objective and scope required identifi-
cation data different in character from that used in job 
analysis programs within a plant or industry. Reference was 
made to several of them, however, for assistance in select-
ing the identification items and in establishing the format. 
The initial decision involved the selection of areas of 
information required to identify the jobs adequately for the 
purposes of this study. Five categories were adopted as 
being sufficiently inclusive: administrative data; amploy-
ment location data; job identification data; · ~romotional 
pattern data; supplementary descriptive data. 
Twenty items were written to satisfy these categories. 
The items were worked over until an instrument as compact 
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as possible was achieved, without doing violence to the 
total information needed. It was recognized that the duty 
list would be lengthy, and although the necessary scope of 
identification information was of first importance in com-
posing these items, the investigator was also concerned 
with providing assurance that the worker would be willing 
to continue after replying to the identification items. 
The final items selected appear on pages 1 and 2 of the 
v . 
Position Description Form. 
The following discussion reviews the scope of the items 
included to satisfy each category of information. Specific 
report of the individual items is included in Chapter VI 
with the analysis of the responses. 
Administrative items. · For purposes of recording the 
responses and identifying them on the original mailing list, 
items were composed requesting the full name of the respondent, 
sex, marital status of females, school attended, and class-
year in which the individual had last been enrolled. In 
the preliminary forms, space was provided for the date of 
completion of the inquiry form. It was recognized that this 
information would be mandatory as a basis for later reference 
in any analysis occurring in business, and it might well 
1/ See Appendix 8, Transmittal ~laterial, page 300 
42 
have been included in the final draft for this study. How-
ever, it was one of the items that could be dispensed with, 
without doing harm to the results, and it was omitted in 
the interest of brevity. It was felt that as far as admin-
istration and records were concerned the postmark on the 
return envelopes would be adequate. As the returns came 
in, the postdate was written on the front page of each 
Position Description Form. This proved to be an entirely 
satisfactory arrangement. 
The administrative items served a further purpose. 
The directions for completing this part of the inquiry form, 
included the statement: 
If you are not currently employed, fill in the 
first three items only, and return the booklet 
in the enclosed addressed envelope. 
Co-operation of those not working at the time of the study 
was urged also in the transmittal letter. This information, 
it was felt, would insure considerably more value to the 
final figures on participation. 
Items 1, 2, and 3 on the final form supplied the neces-
sary administrative information. 
Employment location items. The object of this category 
was to locate the jobs industrially and geographically, and 
to provide information as to the total number of employees 
in the office, as well as the number employed on the same 
type job as that being reported on. 
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If the study were to be useful to post-high-school 
secretarial curriculums generally, evidence of a rather broad 
geographical representation in the positions being described 
was important. The variety of industrial activities draw-
ing on this population for office workers was necessary if 
the study were to indicate concentration or lack of it in 
particular industrial fields. The range in size of offices 
according to numbers employed and the number employed on 
jobs identical to that being reported on, it was expected 
would be helpful in the classification procedure, particu-
larly in distinguishing levels within a class. 
Items identifying the branch or department in which 
the job was located were included in preliminary copies of 
the inquiry form. They were written in, however, when the 
tentative plan was to obtain the data by interview and ob-
servation techniques. With the population employed in a 
limited number of industrial organizations, which would 
have been necessary with those procedures, organizational 
relationships helpful to the classification process would 
have been revealed. By mailing the inquiry form, the 
increase in the size of the sample which this procedure 
would permit, would vary the organizational structures re-
ported on with consequent reduction in similar patterns 
of relationships, making it of questionaale value for 
classification purposes in this study. 
Items 4, 5, 6, and 7 on the final form supplied the 
necessary employment location information. 
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Job identification items. The payroll title of the 
job, requested in item 8, was the logical starting place 
for identifying the job. In spite of the obscurity which 
so frequently characterizes job titles, this would be the 
identification commonly used by both employer and employee. 
Telford mentions that often the payroll list itself is used y · 
to designate the jobs in a job analysis program. The Train-
ing and Reference Manual of the United States Department of 
Labo~states, in its discussion on identification data, 
Enter the name by which the job is commonly called 
in the establishment being analyzed. This title 
should be the one that the employer would use in 
requesting referral of an applicant, or one which 
the workers use among themselves in referring to 
the job •••• 
This agency recommends clarifying the payroll titles 
by observing the worker on the job and by interviewing the 
worker and the supervisor. They have established a specific 
routine for doing this in such a way that the actual payroll 
title is preserved. 
~Fred Telford, Op. cit., page 22 
~ Occupational Analysis and Industrial Services Division, 
United States Employment Service, Op, cit., page 10 
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.91' The following is quoted from this manual: 
If the plant title appears to be inaccurate or is 
not descriptive of the job, the analyst should 
qualify it with a word or phrase in parentheses 
after the title so as to make it as specific as 
possible, as: OPERATOR (SHIRT NECKBAND). NO 
PORTION OF THE JOB TITLE AS GIVEN BY THE ESTAB-
LISH~~NT SHOULD APPEAR IN PARENTHESES, AND NO 
PORTION OF THE ANALYST'S ADDITIONS OR WODIFICATIONS 
OF IT SHCULD APPEAR OUTSIDE THE PARENTHESES. 
The analyst is concerned primarily with reporting 
facts in the establishment in which the analysis 
is being made, but if he knows that there is some-
thing unusual concerning the use of a particular 
title, or if the title is so general as to be 
meaningless, · he should use the title but fully 
explain the circumstances in the Comments section 
of the schedule, and where necessary, suggest 
appropriate titles. 
UNDER NO CIRCUMSTANCES SHOULD THE ANALYST DEVISE 
AND INSERT IN ITEM 1, A TITLE OF HIS OWN. THE 
TITLE MUST BE THAT USED BY THE EMPLOYER IN 
REFERRING TO THE WORKER, CR BY THE WCRKER IN 
REFERRING TO THE JOB, NO MATTER HOW INAPPROPRIATE 
IT MAY SEEM. 
To reduce faulty interpretation in this study because 
of lack of unity existing among office job titles, provision 
was made in the Position Description Form to supplement the 
job titles by identifying the principal categories of office 
activities served by the tasks composing any one job, in 
lieu of the job identification possibilities when the analyst 
is present on the job location. To accomplish this, item 10 
was written. 
~ Ibid. 
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In the Position Description Form two tables were set up, 
one to provide for identifying the major categories of the 
activities of the job, and another to provide for identifi-
cation of the grade or level of work. Under Table I the 
categories describing job activities to supplement the 
established payroll title requested in :item 8, appeared in 
the final form as follows: Receptionist, Messenger, Tele-
phone Operator, Mail Clerk, File Clerk, Record Keeper (Manual), 
Record Keeper (Machine), Bookkeeper (Manual), Bookkeeper 
(Machine), General Typist, Statistical Typist, Stenographer, 
and Secretary. Space was provided for recording other cate-
gories which were not listed. In this manner, if the payroll 
title was that of Secretary, for example, but the major part 
of the worker's time was given to receptionist duties or to 
typist duties, the payroll title information would be properly 
supplemented. 
To the right of the job category list, Table II was 
provided for checking a grade level against the item(s) 
checked in Table I. As there is an absence of consistency 
in industry in the qualifying titles used to indicate grade, 
as well as job titles, it was decided to designate levels 
as: Chief, 1st Grade, 2nd Grade, 3rd Grade, with lines at 
the right for other grade or level indicia that might exist. 
It was expected that the procedure established in item 10 
would, for purposes of analysis and classification in this 
study, supplement acceptably the payroll titles given in 
item 8 • 
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. Information was also desired as to the prevalence of 
the use of the United States Department of Labor Dictionary 
Title and Dictionary Code designations for office jobs. On 
the first three preliminary forms provision for this informa-
tion was included as part of I tem 8. On the basis of a 
suggestion which devel ?ped in the refining procedure, this 
item was re-written as two separate items, in order to in-
clude an explanatory legend for the dictionary title and code 
information, in view of the fact that general familiarity 
.. ...... 
with it is questionable. One of the executives in the 
appraisal group suggested that this information be omitted 
entirely as, in his opinion, only executives would be familiar 
with it. However, should extensive information have been 
forthcoming it would have benefited the classification work 
in this study by the governmental research performed in 
establishing dictionary titles in the clerical series of 
jobs, and the items were permitted to remain in the final 
inquiry form. 
Items 8, 9, and 10 on the final form supplied the neces-
sary employers' job identification information. 
Promotional pattern items. The intention was to pro-
vide information that might reveal a pattern of promotions 
during the early year s of work experience. Data desired was 
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(1) previous jobs held, their payroll titles, and length of 
time employed on them in years and months; (2) length of 
time employed on the present job in years and months; 
(3) length of time with the present employer in years and 
months; (4) promotional possibilities open to the worker 
from his present job. An item was also included to indicate 
whether the individual came to the present job from school, 
from another job in the same company, from a job in another 
company, or after a period of unemployment. This was in-
cluded for the purpose of corroboration. It was expected 
that these combined items would reveal the character of the 
first job held, in terms of payroll title; the number of jobs 
held; the sequence of jobs held; promotional possibilities 
from the present job; and the transiency of the population. 
Items 11, 12, 13, 14, and 16 on the final form supplied 
the necessary job identification information as to promotional 
pattern. 
Supplementary descriptive items. For the purpose of 
getting at some idea of the supervisory relationships, the 
number of superiors to whom the worker was directly respon-
sible was requested. It was expected that this information 
might also reflect job level, and thus assist in interpreting 
the job for classification purposes. It would have contributed 
further had the number of people under the worker's super-
vision been asked for. However, it was decided that this 
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aspect of supervision should be taken care of in the record 
of duty activity where it would be related to a particular 
function and could be reported in terms of scope and extent. 
A further item in this category investigated working 
hours in the employing offices. Originally provision had 
been made for recording information about rest periods. 
This was later incorporated in a time summary form at the 
end of the check list of duties, and was eliminated from 
the identification items on pages 1 and 2 of the inquiry 
form, principally in an effort to condense that section. 
In the analysis, however, this information has been reported 
on as a supplement to the data identifying the jobs. 
The question occurs whether data should have been 
gathered describing physical conditions in the offices. 
This type of information, from the standpoint of the objectives 
of this study, would have contributed only as an extension 
of the supplementary descriptive data. An item was origi-
nally included providing for the respondent to record an 
appraisal of several aspects of the physical surroundings--
light, heat, and ventilation--in terms of five value-legends. 
While it is important to know something about the physical 
conditions under which office people might be expected 
to work, this information is not so pertinent to a des-
cription of the office job as to other occupations. Had 
the study been concerned with measurement of output, the 
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physical conditions under which the work is performed might 
have been a contributing factor. However, it was considered 
outside the scope of this particular study and the item was 
discarded. 
An item was written to provide information as to the 
age-group to which the worker belonged. Four categories 
were established. It was expected that information might 
have been revealed relating age to level of job, if it de-
veloped that there was a significant spread in the ages. 
An item was also provided for checking the level of 
the last year of formal schooling in the professional secre-
tarial curriculum, for any relationship this might have to 
the level of the early jobs held by this population. 
To supplement the picture of professional training 
which the workers had had, Item 20 was included. This pro-
vided for checking listed subjects that had been studied in 
school. Included in this list were subject fields commonly 
found in secretarial curriculums, or subjects outside the 
strictly professional core which, in the opinion of the 
investigator, could be expected to contribute to the success 
of the office worker. In addition to checking the subjects 
studied, provision was made for a further check of those 
subjects studied which the worker considered had been valuable 
to him on the job. This same treatment was provided for 
office machines. Some device might have been provided for 
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indicating machines used on the job that had not been learned 
in school, although the list of machines printed on the form 
was considered to be inclusive as far as machine function 
is concerned. It developed that this information was sup-
plied in a few of the responses even though it had not been 
provided for on the inquiry form. 
In the preliminary form of the inquiry instrument two 
items had been included requesting information as to where 
the employee's work comes from and to what job his work goes. 
These are commonly required in industrial analyses for their 
ability to relate individual jobs. They were omitted from 
the identification items in this study, however, on the same 
basis as the departmental and branch information mentioned 
earlier. 
Items 15, 17, 18, 19, and 20 in the final form supplied 
the necessary supplementary descriptive information. 
With the twenty items discussed above, it was believed 
that the form would adequately answer questions necessary 
to cover the areas of information decided on for identifying 
the jobs. 
Format of the Identification Items 
The principles governing the arrangement of the two 
pages of identification items took into consideration 
aspects of the questionnaire inquiry that have been proven 
important through the experience of others using this 
...!O;;,'tOD 0;}j Y <; . 
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technique for gathering data. 
For example, the items were set up so that checking 
would be required rather than essay responses wherever the 
content of the items lent itself to this treatment. Vfuere 
checking was required space was blocked off, and care was 
taken to induce accuracy in making the response, by ruling 
spaces of sufficient size. As far as possible, uniformity 
in the size of the spaces was maintained in order to reduce 
the element of visual and spacial adjustment necessary in 
completing the form. Wherever essay responses were neces-
sary, lines were ruled on the form and sufficient space was 
provided so that information would not be crowded, thus 
lessening the burden on tabulation later. Plenty of white 
space was planned for both pages so that they would interest 
and not repel the reader. The items were kept as short as 
possible consistent with clarity and completeness. 
Every attempt was made to develop an appealing format 
and to encourage accuracy and completeness in the responses. 
Content of the Duty Check List 
With the identification items established, the investi-
gator was concerned with the preparation of the section of 
the inquiry instrument describing tasks, duties, and responsi-
bilities which compose the jobs being reported on. 
There was no basis for limiting the scope of the tasks 
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to be included, as there was no way of predicting with 
accuracy the types of office jobs which would be held by 
the sample population. This made it necessary to include 
tasks that would be performed in any one of the several 
functions through which the office serves the organization 
of which it is a part. 
A further factor to be considered in the comprehensive-
ness of the list of tasks was the very nature of the 
"specialized 11 type of investigating instrument which ruled 
out narrative description of job performance. In order not 
to restrict the worker in describing his job through the 
technique of checking printed items, every possible task 
would have to be included, which, in the opinion ofthe 
investigator,might be performed. 
In addition to isolating all tasks performed, there 
was the problem of writing legends for the tasks in such a 
manner as to reveal job knowledge universally present in 
the performance of the tasks. Legends written in terms of 
specific job knowledges required in the performance within 
a single office, would not satisfy this study because of 
the widespread industrial activities to which it was ex-
pected the legends would be applied by this population. 
The legends were further burdened with the responsibi-
lity of revealing differentials in difficulty anq/or respon-
sibility wherever possible, as well as exposing information 
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that would be valuable for training purposes. 
An example of this would be the task that might be 
described by the legend: Type from rough draft. So stated, 
the item satisfies the requirement of universal job knowledge--
persons performing in any type of office situation could 
check this task regardless of job knowledge, difficulty, 
anQ/or responsibility involved. However, in one instance 
a worker's task might be that of typing letters using a 
standard pattern of letter set-up, and in another instance 
a worker's task_ might be typing specifications. The latter 
implies a more specialized skill plus some technical knowl-
edge, neither of which would be revealed in the legend as 
written. Furthermore, thus stated, the legend is not suffi-
ciently inclusive to expose all information inherent in the 
task for teaching purposes. It would be necessary in this 
instance to write several i terns covering this task to1 .provide 
for these variables. 
In summary, the criteria for the duty items adopted and 
for the legends devised to cover them were: a) every possible 
common and differentiating duty must be included to insure 
validity and reliability of the instrument, and to minimize 
the restriction placed on the worker in reporting his tasks 
in the manner provided by this type of investigating instru-
ment; b) universal job knowledges rather than those charac-
terized by a specific industrial activity must be revealed; 
c) provision must be made for levels of difficulty anq/or 
responsibility as reflected in the performance of the job 
tasks in varying situations; d) implications for training 
purposes must be revealed. 
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Selecting the Duty Check List items. The individual 
items included in the final inquiry form are presented in 
Chapter VI with the discussion of the responses. The 
present discussion will be concerned with the principles 
followed in making the selection of the items and in writing 
the legends to meet the established criteria. 
All items in the Charters-supplemented list were 
examined carefully. ~~ere specific skills were duplicated, 
items were combined. Examples are given below to demonstrate 
this process of selecting the items and preparing the legends 
so that they would conform to the objectives of the study 
and the technique adopted for gathering the data. 
Exam~le 1· One test of completeness of the list of 
office job tasks would be that every office task for every 
procedure in the variety of complex office organizations 
should be represented. To have written the items so that 
every office form and procedure would be specifically men-
tioned would have been impractical, and such an instrument 
would hav: been completely uneconomical. Nevertheless, the 
list had to be composed to safeguard the report of each 
participant, and place the least possible restriction on 
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him in describing his job tasks through the process of 
checking items. It would be necessary, therefore, to select 
tasks involving every office skill, and to express the 
legends in a general manner so as to describe the task re-
gardless of its specific application in any one office 
organization. An example of this is found in the use of 
office machines included in the record keeping function, 
pages 9 and 10 in the completed Position Description Form. 
In a job analysis made within an individual office, 
the descriptive statement referring to a particular machine 
task might be: Totals daily sales. Secures the figures 
from carbon copies of invoices filed in a post binder, and 
uses an (manufacturer) adding-listing machine. To be within 
the scope of this study, however, the item covering this 
task would have to be written in such a manner as to be 
applicable to a great variety of procedures involving the 
same skill, using any one of the several available machines 
of this type, and any one of a number of office forms. The 
worker in any office, regardless of the source of the figures, 
the equipment used, and the end-product of the task could 
thus indicate a task performed on his job by checking a 
printed item. 
In solving this particular problem of writing items 
involving specific machine operation skills, the investi-
gator enlisted the assistance of the Educational Director 
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in one of the branch offices of the Monroe Adding Machine 
Company. The outcome of this was that twelve items, numbers 
108 through 119, page 9 of the Position Description Form, 
were v~itten to cover this entire area of skill as it is 
applied in solving a variety of office problems. Items 108 
through 115 were written to set forth the four basic arith-
metic processes--adding, subtracting, multiplying, and 
dividing--when used in the solution of problems of a routine 
nature through the operation of either of the two functional 
types of machines: the calculator, and the comptometer. 
Item 116 was wxitten to cover the task of solving problems 
of a routine nature through the use of the adding-listing 
machine. Three additional items were devised to provide 
for tasks involving the solution of more complex problems, 
i.e., factors, correlations, etc., ftem 117, using the cal-
culator; Ltem 118, using the comptometer; and, rtem 119, 
using the adding-listing machine. In this manner particular 
skills and levels of skill, plus certain job knowledges 
would be provided for, and at the same time the items would 
apply to the multitude of specific uses which business 
offices might have for these skills. 
These twelve items provided for differentiation by 
isolating the following: two difficulty levels--routine 
problems and more complex problems; four skill levels--
adding, subtracting, multiplying, and dividing; and, ability 
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with three types of machines--the calculator, the comptometer, 
and the adding-listing machine. It was believed that this 
would adequately meet the test for tasks of this nature re-
gardless of local procedures and office forms with which the 
worker was involved in performing them. 
Example 2. In connection with the items serving the 
function of office filing, Charters' list included ninety-
g/ 
six items, numbers 324 through 420, covering a variety 
of specific office applications. Each item qualified the 
filing skill by the name of the particular paper filed. 
To mention a few: Item number 324 covered filing letters; 
number 325, filing articles; number 326 filing case histories; 
number 327, filing reports; number 328, filing minutes. In 
the present study the occurrence of the need for the skill 
involved in the filing procedure was the information sought. 
Two differentiating · factors were established. One was the 
physical character of the materials to be placed in the file, 
whether in sheet form or in card form. The other qualifying 
factor was the system of filing used. These seemed to be the 
differentiating elements in the filing skill as far as the 
scope of this study was concerned. 
To serve these factors, the task of placing material 
gj ·Charters and Whitley, Op. cit., Table 11, pages 104-106 
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into files was covered by twelve items in lieu of the 
ninety-six provided in the Charters list. The task of 
filing correspondence or other business papers was covered 
by seven items, numbers 76 through 83, each item referring 
to a particular filing system. Three items, numbers 84, 85, 
and 86, covered filing in visual index files. A further 
item, number 87, was included to cover card filing other 
than the visible index system. 
In this manner specific skills for handling different 
physical materials in filing were included as well as knowl-
edge necessary in the use of representative systems for 
filing these materials. 
To cover other job knowledges associated with the filing 
function, items were included for the tasks of inspecting 
material for release for filing, reading to determine under 
what title to file, coding or indexing for the variou s 
systems, rough sorting, locating and pulling material from 
the files, cross referencing, preparing new folders, operat-
ing tickler filing systems, catalogue files, technical files, 
photographic files, transferring, and destroying unwanted 
records . Common and differentiating elements were inherent 
in the variety and composition of the va~ious tasks. 
Example 3. In v~iting the items included in the type-
writing function of office activity, pages 11 and 12 of the 
Position Description Form, every attempt was made to isolate 
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particular skills. Individual types of office papers were 
introduced only when they implied a difference in responsi-
bility or in the skill required to complete them. Reference 
is made to items number 190, 191, and 192, on page 11. One 
item was devised to cover the skill of typing on ruled forms. 
Examples were listed: invoices, purchase orders, sales 
orders, stock requisitions, etc., all of a universal nature 
as far as job knowledge is concerned from office to office, 
and all involving similar skill knowledge and ability. The 
two other items covered the same skill, but differentiated 
between the responsibility for filling in specified legal 
forms of a more or less routine nature, and filling in 
securities. The types of papers involved in these items 
makes the skill of completing them a differentiating one. 
In this manner of selecting the items and preparing 
the legends for them it seemed possible to obtain an objec-
tive description of the tasks performed on a variety of jobs 
without restricting the worker, and at the same time to 
reveal for school training programs the skills and general 
job knowledges demanded of this population. Consistently, 
the objective was to isolate specific skills, and to qualify 
them by levels where necessary, and by the general job knowl-
edge requirements implied in the materials involved in the 
tasks. 
The product of this procedure was a list of 255 office 
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job tasks. This number was finally reduced to 236 as a 
result of the suggestions made during the refining procedure. 
At that time several items were added, some combined, and 
some discarded. 
The investigator does not contend that this list repre-
sents the ultimate in scope. However, with constant aware-
ness of the objective of providing for all office tasks 
according to skill involved and general job knowledge re-
quired, and according to common and differential elements, 
and with the process of refinement to which the preliminary 
list was exposed, the items finally adopted were expected 
to be competent to meet the objectives of the study. 
In this connection it might be mentioned that executives 
and teachers in the advisory group on refinement testified 
to the quality of completeness. Another indication of the 
adequacy of the list for the purpose involved was a message 
received from the Wage and Salary Administrator of General 
Foods Corporation of New York City, Mr. Henry D. Chandler. 
The Position Description Form had reached several employees 
in his office, and had in this manner come to his attention. 
Mr. Chandler wrote 
•••• It is most comprehensive •••• Insofar as 
clerical and secretarial type jobs are concerned, 
you have covered very thoroughly all of the pos-
sible functions whith might normally be found in 
such occupations. 
Mr. Chandler also asked permission to adapt the form for 
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training job analysts under his supervision. 
Providing for the description of levels of difficulty 
and responsibility. While individual duties selected in the 
manner described above provided to some extent for differen-
tiation from job level to job level, it was not considered 
adequate as a basis for relating the jobs in a logical 
classification. Other avenues were sought for securing 
additional indication of level of difficulty and responsi-
bility involved. 
Jobs composed of like kinds of tasks fall in the same 
class. Levels within the class are determined by the diffi-
culty and extent of responsibility that make a job superior y 
or inferior to others in the same broad class. Attempt 
to provide differentiation of levels of work beyond that 
revealed inherently in the specific job tasks checked by 
individual workers, suggested the following. 
It was believed that differentiation might be contributed 
to by disclosing the extent of responsibility for checking 
the work of others, and for supervising the work of others. 
A further provision would be the disclosure of tasks compos-
ing the major and minor aspects of the job. 
§/See Appendix 10, page 320, for a copy of Mr. Chandler's 
letter 
1/ Civil Service Assembly of the United States and Canada, 
Op. cit., page 65 
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Indication of the checking and supervision activities 
was finally provided for within the Duty Check List by 
including items for these two activities. The mechanics 
for including these items in the inquiry instrument is ex-
plained in detail on page 69, in the disoussion on format. 
Disclosure of the third aspect of differentiation, 
that of major and minor tasks, was finally attempted through 
the element of time given to the tasks. This factor of the 
major and minor elements of the job is sometimes referred 
to as the relative "importance" or "unimportance" of one 
task performed to that of others. To term a task "important" 
or "unimportant," however, is to leave room for personal 
bias. Basically, an inaccuracy is introduced when one con-
siders that any task required to be performed is important 
or else it would not be a part of the job. The amount of 
time devoted to the various tasks and the character of those 
tasks composing the job seemed to be the factors that would 
manifest with most authority the relativity from job level 
to job level within a series. This does not necessarily 
mean that for a job to fall on a superior level within a 
class the major portion of time should be given to the per-
formance of one or several tasks requiring superior skill 
and knowledge. Earlier studies found that to~-level jobs 
in the clerical field, jobs which may be considered as truly 
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secretarial in nature, are actually composed of many tasks, 
no one of which takes up a major portion of the worker's 
time. In this present study both the inherent nature of 
the tasks performed, and the vast variety of skills and 
knowledges necessary to perform a multitude of such tasks 
proved to be discriminating factors without positive reflec-
tion in time reported. 
It was expected that allocation of time would be most 
helpful in deciding on borderline cases in the classifica-
tion and might also be helpful in the assignment of positions 
to broad series of jobs. _ 
The mechanics for handling the time element are pre-
sented in detail in the discussion on format. 
Job-School information. In addition to tne job des-
cription information, it was decided to obtain data that 
would present a composite picture of the opinion of this 
population as to whether the tasks performed were best 
learned on the job or were best learned in school. 
Several approaches to this job-school information have 
been used in earlier studies. In some instances the worker 
has been asked to ipdicate whether in his opinion a task is 
best learned on the job, in school, or both on the job ·and 
in school. An even greater refinement has provided a fourth 
category--indication that the worker is "not sure" whether 
a task should be learned on the job or in school. Charters 
introduced a further element in his study by requesting 
information as to whether the worker thought a task was 
"hard to learn," or "easy to learn." 
65 
The investigator is in agreement with Charters that 
there is something germinal in this type of information, and 
it may have serious implications for curriculum planners. 
However, for valid results the group co-operating should be 
carefully controlled so that the opinions may have some 
basic stability. otherwise an erratic element is bound to 
enter the data because of uncontrolled differences in train-
ing, native ability, years of experience and type of experi-
.§/ 
ence. As Charters points out, 
•••• it was found •••• that the more experienced 
secretaries were inclined to rate fewer duties 
as hard and more as easy. 
It is a matter of fact that responses to this type of 
question from a controlled group might be of considerable 
value in job analysis and classification as well as for 
curriculum purposes, but the manner of selecting the sample 
for this study precluded this. 
In the absence of controls, whatever the approach for 
obtaining this information, the result remains opinion-data. 
Admittedly, as Charters points out, the worker's opinion is 
based on actual work experience and is bound to be an 
§/ Charters and Whitley, Op. cit., page 63 
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improvement over some teacher opinion as to where the specific 
21 
task is mosteconomically learned. However, many factors 
might influence the worker's response. Extenuating circum-
stances in his work experience or some element in the char-
acter of his preparatory training could operate to color his 
response, thus denying reliability in a report on this data. 
Provision was made for obtaining this information never-
theless, as it was believed that with some duty items a 
large number of workers might indicate either "school 11 or 
11 job" as being better, with possible curriculum implications 
when the items were examined on the basis of logical criteria. 
However, inclusion in this study was limited to the two types 
of information: "Duties you perform which are better learned 
on the job," and "Duties you perform which are better learned 
in school." 
The mechanics for reporting this information are pre-
sented on page 72 in the discussion on format. 
Format of the Duty Check List 
In arranging the physical lay-out of this section of 
the Position Description Form, it was necessary to provide 
for the following: 
1. Presentation of the various duty items. 
2. Indication by the worker, through a checking process, 
the duties performed on the job. 
2/ Ibid. 
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3. Indication of "checking" and "supervising''activities. 
4. Distinction between the tasks composing the major 
part of the job activity, and those occurring less frequently. 
5. The worker's estimate of the time devoted to the 
various duties performed. 
6. Indication by the worker as to whether he believed 
specified tasks performed are better learned on the job or 
in school. 
7. The t ·ime s:ummary form. 
8. Directions for completing the duty list section of 
the Position Description Form. 
Figure 4, page 86, displays the format adopted for 
obtaining the job activity data. This figure duplicates 
the columnar set-up on page 4 of the Position Description 
Form, the first page of the Duty Check List. The. remaining 
pages of the duty list were set up similarly in structure 
except that columnar headings were omitted and Roman numerals 
identifying the sequence of the columns on page 4 were dup-
licated at the top of each succeeding page. Instructions for 
entering this data were mentioned in the letter of transmittal 
and in the directions given on page 3 of the inquiry form. 
It was believed that once the worker had established mentally 
just what each of the colunms was for, this would carry along 
logically on the following pages. Some consideration was 
given to printing the headings on a removable sheet that 
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that could be inserted underneath each page as it was being 
completed. In the interest of simplicity, however, this idea 
was not carried out. In view of the fact that this aspect 
of the form drew no comment from the participants, it may 
fairly be considered to have been a satisfactory arrangemen~. 
The factor of length in a form presenting this number 
of individual items set up so as to make checking possible, 
was given corisiderable attention. Because it seemed probable 
that not all workers would be performing activities in all 
functions of office work, the decision was made to arrange 
the items by office functions. In this manner provision 
could be made for the worker to spend time only on the 
items included in functions in which he was engaged. ·with 
this in view, the tasks were categorized according to func-
tional areas. These broad areas were numbered and presented 
in the following order: (1) Function of Receiving Callers; 
(2) Function of Messenger Service; (3) Function of Telephon-· 
ing and Related Activities; (4) Function of Mailing; (5) Func-
tion of Filing; (6) Function of Record Keeping; (7) Function 
of Typewriting; (8) Function of Dictating and Transcribing; 
(9) Function of Secretarial Activity. 
The items in the duty list already assembled were then 
examined to determine under which of the functions each 
would most aptly occur. Wherever possible to make the dis-
tinction, items were included in order of increasing diffi-
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culty under each function, although it was impossible to 
follow this arrangement strictly. Items were numbered con-
secutively throughout the form. 
On the line following the last task listed under any 
function, the legend was included: "Other duties you per-
form involving this function: (Specify)," and several blank 
lines were provided to serve this purpose. Any restriction 
which the worker might feel in describing his job in the 
manner provided by this technique would thus be lessened. 
In many instances, where items were inserted in this space 
on the responses, the worker was in reality applying ter-
minology of his occupation to a task actually printed on 
the form as it might be applied generally. When this 
occurred, such additional tasks were subsumed under the 
applicable listed task in the analysis . Otherwise, they 
were used, as written in by the worker, in the classifica-
tion process. 
At the end of the space alotted to each function, 
following that provided for writing in additional tasks, 
items were included for disclosing '' dhecking" and "supervis-
ing" activities. The entries were made in exactly the same 
format as for individual tasks, and were numbered accor ding 
to the r~nction. Both these i t ems were included for r.unc-
tions three through nine. For functions 1 and 2, "Receiving 
Callers" and "Messenger Service" respectively, the "checking" 
1. 
I 
I 
.I 
I 
I 
I 
I 
I 70 I 
I 
I 
item was omitted, as it was considered that there would be 
I 
no demand for checkinf , in the clerical sense, on the tasks 
included in these two[ functions. Figure l displays the 
I 
format for the "dheck~ng" and "supervising" legends as they 
I 
appeared for !unction! 3. 
I 
I 
I 
I 
. C~ECKING the performance of others on . C- 3 . . any of the above duties 
. 
• I 
. I 
. SUPERVISING the performance of others on S-3 . . aryy of the above (guiding and instructing) . . 
I 
I 
Figure 1. Format Ptovided for Checking and Supervising 
Activiti~s under the Various Functions in the 
Duty Check List 
I 
I 
I 
To implement thf mechanics of the duty section of the 
I 
inquiry form, the ti~le of the function and its assigned 
I 
number appeared in an unruled space p~ding the tasks listed 
I 
I 
for the function. This assisted considerably in providing 
I 
I 
white space which wo~ld 
I 
more restful to wor~ on. 
I 
I 
completion of the form s , 
I 
I 
make the form less formidable and 
In order to facilitate further the 
the following legend was included 
immediately below each f.'unction title: "( If none of the 
I 
I 
duties you perform fall in this category, go on to the next I , 
I 
section). " In this lmanner, if t he worker was not engaged in 
I 
tasks involving ceriain of the functions, it would not be 
I 
I 
necessary for him to spend time on those f.'unctions. This 
I 
arrangement served definitely to separate the items from 
I 
I 
I 
I 
I 
I 
I 
I 
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function to function I and resulted in a much more attractive 
booklet. I 
In writing the c\olumnar headings due regard was given 
to brevity and clearness. The burden of clear directive 
placed on these legen!ds was fully recognized. At the same 
time it was necessary\ to present them in as compact a manner 
as possible from the standpoint of reading time for the par-
ticipant and from the[ standpoint of physical space on the 
form itself. Cumbersomeness would have been a hazard on 
both scores. The leg~nds were staggered to conserve space 
and to keep them closle to their respective columns in order 
to insure continuity between the directions and the act of 
following them. Meashrement of the columnar space was 
planned so as to equa l ize the spaces 
the duty items and for time entries, 
ample space for the r~ sponses. 
provided for checking 
as well as to allow 
It seemed advisar le to provide some sort of control on 
the entries in ..columns II and III, and a time summary form 
was written and place~ on page 14, the last page of the 
Position Descr~ption f orm. This, it was believed, would 
serve to encourage accurate and thoughtful responses where 
a time estimate was mr de by the participant. A leeway of 
two hours either way ·r as allowed. The time summary r·orm 
provided for a report on time allowed for rest periods in 
the various offices i~ lieu of devoting space to this item 
I 
I 
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in the identification pages of the form. Figure 2 displays 
the content and format of the time summary form. 
(a) 
(b) 
(c) 
THIS IS YOUR SUM1v1ARY OF TIME--
Just to be sure that your entries in COLUMNS II 
and III equal within two hours (plus or minus) 
the total working hours per week established in 
your office--
Established working hours per week in 
this office: 
Total time allowed for rest periods 
per week: 
NET WORKING TIME IN THIS OFFICE PER 
WEEK (a minus b): 
__ hrs __ min. 
__ hrs __ min. 
__ hrs __ min. 
(d) Total time recorded in COLUMN II __ hrs __ min. 
(e) Total time recorded in COLUMN III ___ hrs __ min. 
(f) ESTIMATED TOTAL TIME PER WEEK IN ACTUAL 
PERFORMANCE. (This figure--d 'plus e) 
should be within two hours plus or minus 
the figures shown in Item (c) above.) __ hrs __ min. 
Figure 2. Time Summary Form as it Appears on Page 14 
of the Position Description Form 
The sixth factor to be provided for in the format was 
the Job-3chool data. Columns for checking this information 
were placed at the extreme right of the page, separated 
from the other three columns by the legends for the duty 
items. Although it might appear that divorcing the two 
checking operations to this extent would duplicate the 
effort for the participant, it was felt that the worker 
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would concern himself strictly with the description of the 
job and then complete the Jpb-School data, and not be con-
fused or hampered by having to vacillate between the two 
areas of information, as would probably have occurred had 
the Job-achool columns appeared contiguous to the others. 
Theoretically, the format thus established, would cause the 
participant to first read the columnar headings and then 
supply the information required in the respective spaces 
for the duty activity information at the left, continuing 
through the items for each function, or each page, before 
checking the Job-school columns at the right. As a precau-
tion against omission of the latter, a legend was included 
at the bottom of each page which read as follows: Be sure 
to check the two columns at the right before going on to 
the next section. 
It was recognized that every precaution must be taken 
to insure understanding of the format and the procedure to 
be followed for completing the booklet. The mechanics 
had to be presented in such a way as to minimize the task of 
co-operating in a study requiring such extensive data, and 
to anticipate and avoid any lag in the completion of the 
form because of ambiguity. To this end, the following pro-
visions were made: 
1. Reference to the structure of the Position-Des-
cription Form was included in the letter of '"transmittal, 
explaining the information required. 
2. Page 3 of the Position Description Form, which 
appeared opposite the first page of the Duty Check List, 
was devoted to directions for completion of the booklet. 
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In addition to repeating the directions given in the letter 
of transmittal, this page contained a replica of a portion of 
the first page of the Duty Check List as it might be com-
pleted by one of the participants, plus a replica of the 
time summary chart as completed by the same individual. 
After reading the transmittal letter, as the partici-
pant studied this page of directions and then read the colum-
nar headings at the top of page 4, it seemed that reasonable 
care had been taken to impregnate him with the mechanics of 
the form. 
Refining the Position Description Form 
The procedure followed for the process of refinement was: 
.lQI 
1. Preliminary form 1 was submitted for editing. 
2. Preliminary form 2, revised on the basis of the edit, 
was submitted to an advisory group of business executives and 
business teachers for appraisal. 
3. Preliminary form 3, the second revision, was used 
for try-out purposes. 
Acknowledgment for the task of editing the Position Des-
cription Form is made to Vivian Beters Belko, formerly 
Instructor of English at the University of Vermont, 
Burlington, Vermont 
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Edi~ the content Qf ~ Position Description ~. 
The experience of the individual who performed this service 
had been completely outside the office job field. As one 
unfamiliar with the detailed activity of office jobs, the 
I editor s examination of the items from the viewpoint of 
clearness and correctness promised advantage to the success 
of the investigating instrument. 
Several changes were made in ·- the context as a r~ sul t 
of the edit. In the preliminary form, the duty items had 
been written in verb form. For example, the first item 
read: Receive business callers. The editor recommended 
the use of verbals rather than verbs. Inasmuch a~ the items 
were. listed as dutie.s, for correctness they should be ex-
pressed in noun form. Although this sacrificed the active 
quality of the verb, the use of the substantive gerund made 
smoother reading and afforded grammatical correctness. As well 
as being graiTh.1la tically incorrect,- verb forms were often abrupt. · 
Also, in editing, the terminology "routine nature" was 
questioned. This had been used in several instances. In two 
of the four places where this had occurred, the items were 
rewritten to omit the term. In the other two instances the 
terminology was clarified as follows. Among the items 
concerned with record keeping activities, page 9 of the 
Position Description Form, items covering machine operation 
included "problems of a routine nature" and "problems of a 
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more involved nature, i.e. factors, correlations, etc." It 
was felt that the description of the type of problems re-
ferred to in the second above, actually clarified the term 
· "routine" used in the earlier item. The other instance 
involved duties in the dictating and transcribing activities, 
1Unction 9, page 12 of the Position Description Form. Item 
213 covered the composition of "routine material." This 
statement was qualified by defining the material to be com-
posed as "familiar and routine," which it was believed 
accomplished satisfactory clarification. 
Appraisal .f?.y businessmen and educators. Preliminary 
form 2, the first revision, was submitted to a group of 
business executives and business educators. Some of these 
contacts were made on the basis of personal acquaintance 
of the investigator. others were suggested by lay persons 
interested in the study, and by the Chairman of the Research 
Committee of the Boston Chapter of the National Office 
Management Association. Sixteen people were contacted either 
by interview or through the mail. The intention was that 
people closely in touch with the activities of office jobs 
should examine the inquiry form on the basis of certain 
pre-established criteria. These were stipulated at the time 
of the interview or in the request letter submitted with 2:2:1 
ll/ See Appendix 1, page 288, for copy of letter soliciting 
assistance in the appraisal of the inquiry form 
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the Position Description Form in the instances of mailed 
contact. The criteria were: a) Does the Duty Check List 
include all tasks involved, both common and differential? 
b) Are the legends expressed clearly and completely? c) Is 
the format practicable from the standpoint of ease of com-
pletion and is its appeal sufficiently str·ong? Members of 
this group were also asked to make other observations 
which occurred to them which might smooth out the procedure 
of completing the inquiry form and insure interest and co-
operation in the study, as well as an accurate and complete 
picture of the jobs being investigated. 
Represented in this advisory group were eight executives 
in business, and eight teachers in business education. Three 
of the business people were personnel executives employed in 
large insurance offices. A considerable amount of work had 
been accomplished in office job analysis under their re-
spective jurisdictions. One member of the group was office 
manager of a large manufacturing concern, and was familiar 
with office job analysis in which his company was actively 
engaged. A fifth member was sales correspondent in a large 
manufacturing concern and was experienced in employing and 
supervising young women in secretarial and stenographic jobs. 
Another was engaged in an executive capacity in a civil 
engineering corps and was informed in job analysis through 
his supervisory work over government employees. The other 
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two members of this group were interested in job analysis 
in their respective capacities of university store manager 
and the above-mentioned Research Committee Chairman of the 
Boston Chapter of the National Office Management Association. 
Among the business educators, several had had work 
experience in business offices. Three were chairmen of 
departments of business training. All of them were in 
close touch with the job market. 
The names of this entire group are listed in the appen-
W dix. Names and geographical location of the employers 
are included, as well as the occupational or professional 
titles of the individuals. Included in the appendix are 
copies of letters received in response to mailed requests 
for co-operation in this phase of the refinement procedure. 
Try-out 2f the inguir~ ~. The specific purpose of 
this aspect of the refinement process was to expose weak-
nesses that might be revealed in the actual completion of 
the Position Description Form. It was recognized that the 
most acceptable try-out technique would have been to mail 
copies of the transmittal material and the inquiry form to 
a random sample of the population to be used in the final 
.1¥ 
W See Appendix 2, page 289, for names of those co-operating 
in the appraisal of the inquiry form 
~See Appendix 3, page291, for copies of letters from those 
co-operating in the appraisal of the inquiry form 
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study. Had this been done it would have been necessary, 
for a reliable trial, to provide for printing the small lot 
of Position Description Forms and transmittal letters at 
prohibitive cost. To have mailed mimeographed copies to 
the try-out group would have been disadvantageous to the 
inquiry form. Furthermore, it is questionable that practical 
suggestions for improvement would have been readily obtain-
able because of the cumbersomeness of the mimeographed 
copies. The technique of a trial mailing was discarded in 
favor of administration of the Position Description Form to 
some more accessible group. 
Among other things, the time necessary for completion 
of the form was a factor to be investigated in the try-out, 
in order that some control might be effected for reducing 
this time burden on the final inquiry form should that be 
found advisable. It developed through the try-out that 
twenty to thirty minutes was the limit of time needed to 
complete the form. This was considered fair information for 
use in the appeal to those in the population sample for the 
final study. While this may seem an excessive period of 
time to devote to a questionnaire received in the mail, never-
theless it was believed that people engaged on office jobs 
who were disposed to assist in the study would react even 
more favorably if they were given a definite idea of the 
probabl ~ time involved. 
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The only criteria for selection of the try-out group 
was that members should be working on office jobs and should 
complete the form on the basis of current work experience. 
This was deemed a satisfactory basis considering that the 
primary object of the try-out was to locate obscurities in 
the instructions and undue burden or lack of smoothness in 
the mechanics of the inquiry form. 
The try-out group was not a large one. There were 
w 
eleven people co-operating. Some were only recently out 
of high school and others had been on the job for a period 
of years. All, however, had had training in office skills 
and procedures at least at the high school level. 
It was possible for the investigator personally to 
administer the form to one group, and in several instances 
arrangements were made for administration by supervisors of 
fue particular workers involved. Every attempt was made to 
establish equality in the administration of the try-out in 
the several locations, and to simulated the situation that 
would prevail when the forms were completed by the final 
population. To this end, after the purpose of the study 
and the purpose of the try-out were explained orally, the 
individuals were instructed to work'· through the forms by 
themselves. They were asked to make marginal notations as 
W See Appendix 4, page 294, for the names and occupations 
of the try-out group 
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questions arose causing any hesitation in the completion of 
the form. 
Not only was the procedure of co~pleting the form in 
this try-out productive of constructive change in the . in-
vestigating instrument, but discussion during the interview 
period following the group try-out focussed attention on 
other aspects. Comment wa.s made on the adequacy of the 
• instrument form from the angles of time, ease of completion, 
and content. 
As a result of questions raised, further consideration 
was given to columns in the Duty Check List which provided 
for recording the time breakdown for the tasks performed. 
This identical issue had been mentioned by one of the execu-
tives who had examined the form prior to this, and it had 
recurred in personal discussion of the investigator with 
others interested in the study. 
In a further attempt to smooth out this aspect of the 
mechanics of the instrument and yet not sacrifice the value 
of the time record, it was submitted to a group of twenty-
one college seniors who were nearing the completion of their 
college work in the secretarial curriculum. Some of these 
people had had job experience on which to base their appraisal. 
Some had not. All of them had been enrolled in professional 
courses in office skills and techniques and in management. 
The purpose and scope of the study was reviewed for them, 
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and they were asked to study the inquiry form principally 
from the standpoint of their reaction to the mechanics of 
it. Open discussion confirmed previous opinion concerning 
t he detailed information requested, and resulted in the 
following revision of the Position Description Form. 
The Duty Check List on the preliminary inquiry form 
provided four columns: C:olumn· I for checking each duty 
performed at any time; c olumn II for indicating the duties 
occupying the major part of the worker's time (at least 
one-half} by recording an estimate of time devoted to those 
duties daily; column III, subdivided further into (A} and 
(B), requested a record of duties occurring regularly but 
not .occupying a major part of time, according to (A) number 
of times performed daily, and (B) estimated total time in-
volved; column IV, also subdivided, requested the same 
information as ~olumn III, but for infrequently performed 
duties. 
Columns III and IV were the two under discussion. These 
columns necessitated explanatory legends which extended the 
space given to the column headings to about one-half the 
depth of the first page of the Duty Check List. As set up 
on these preliminary forms, the headings for ~olumns III and 
IV appeared as in Figure 3, page 83. 
The outcome of the entire refinement procedure, as far 
as this time record was concerned, was that 'Columns III and IV 
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:In Column III record ~ny other duty or duties you 
:perform, no one of wh~ch takes up one-half of your : 
:time. In Column A, write the average number of : 
:times you perform them, and in Column B, write your: 
:best estimate of the average total time involved. : 
. 
. 
. 
. 
. 
. 
. 
. 
. 
• 
. 
. 
. 
. 
. 
. 
. 
. 
III 
. 
. 
:In COLUMN IV, record duties that occur infre-: 
:quently which you cannot allocate in COLUMNS : 
:II or III. In Column A, write the appropri- : 
:ate letter, as given in the key below, and 
:in Column B, write your best estimate of the : 
:approximate time given to each. . . 
. 
• 
:w 
:bw 
:m 
:sa 
:a 
:u 
. . 
·--------------------------------· IV : 
weekly : 
bi-weekly : 
monthly : 
semi-an. : 
annually : 
uncommonly: 
DUTIES 
. 
. 
. 
. 
. 
. 
. 
. 
. 
• 
: A B A : B : . . 
:Average: : 
:number :Total:Fre-
. 
. : 
:Total: 
. 
. 
. 
. 
=~t~i~m~e~s~~:~t~i~m~e~~=ou~~en~cv~-=~t~i~m~e~=--------------------------------= 
{Function heading) 
: __ ~A~~:~~B~~--~A~---=--=B--~--~~~~~--~---------------= (Duty Items) . . . . . . 
. . . . 
·------~·~----~-------·------· 
. 
-------· .
------· 
Figure 3. Format of Columnar Headings III and IV on 
the Preliminary Position Description Form 
were finally combined and the information requested was in 
terms of time estimate only--the frequency of performance 
being omitted. This eliminated the necessity for the ex-
planatory material which was causing the rather wide physical 
separation of the directions from the duty check list to 
which they applied. 
A further alteration was provided for in the checking 
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procedure in ·1}@lumn I. A single check mark would indicate 
major duties and double check marks all others. To divorce 
the major from the minor duties further, column II was set 
up to provide for the time estimate for major duties, and 
column III for those not occupying a major part of the time. 
By reducing the number of columns to three, and by 
bringing the headings and the duty list closer together, 
the Position Description Form had the advantage of greater 
continuity and the complexity of the mechanics was reduced 
at the same time. This meant sacrificing detailed data 
about time devoted to duties infrequently performed. Never-
theless, any contribution that this might make to the validity 
of the final classification was waived in favor of the less 
cumbersome mechanical character of the inqu~ry instrument. 
It was felt that the variety of tasks performed on the office 
jobs which would be reported on would probably be more ex-
tensive than less, with the result that so fine a breakdown 
would leave much to be desired from the standpoint of accur-
acy, if it were possible for the worker to make this time 
assignment at all. The advantage seemed to be exclusively 
with the simplification of the mechanics. 
A change in the time basis was also dictated. In the 
original form the information was requested on the basis of 
daily performance, to the nearest quarter-hour. In the 
light of observations made during the try-out, and considering 
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the probable variety of tasks that would be reported on by 
individual workers, it was decided to request the time on 
the basis of a full working week to the nearest half-hour. 
The basis for isolating major tasks was altered from one-
half or more of the working time to one-third or more. 
By coarsening the time basis to a work-week rather than 
a work-day, nothing would be sacrificed in the information 
gathered and it was expected that the worker's task of re-
porting time would be simplified. It was believed that the 
time estimate given in terms of the nearest half-hour would 
be about as fine a break-down as could sensibly be asked of 
the worker and at the same time be adequate for purposes of 
the study. The decision to make one-third of the worker's 
full working time the dividing line between major and minor 
duties, rather than the original one-half, was the result of 
suggestions made during the refining procedure. One-third of 
the traditional forty-hour week would mean that any task 
taking approximately thirteen hours or more a week, or 
approximately three hours a day, would be considered a major 
task and one that would help to classify the job. In the 
investigator's experience this basis would more often than 
not describe a given job situation. 
With these changes incorporated, the headings of the 
Duty Check List were established as revealed in Figure 4:. 
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:In COLUMN I check every duty listed that you 
:perform at any time. Check twice those duties 
:which are not a part of your regular daily or 
:weekly job, but which you do bi-weekly, monthly : 
:semi-annually, annually or uncommonly • 
.. 
. 
. 
. 
. 
. 
. 
.. 
. 
. 
.. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
.. 
. 
. 
. 
. 
. 
. 
. 
I 
• ·~~~~~~~~~------~~--~~~--~~~-:In COLUMN II write your best estimate of the : 
.. 
• :total time given to each duty that occupies 
:at least one-third of your time. Base your 
:estimate on your typical, full working week. : 
:Record the time to the nearest half-hour • 
. 
. 
.. 
• 
. 
.. 
. 
. 
.. 
. 
. 
. 
.. 
. 
.. 
. 
. 
. 
:In COLUMN III write your best estimate of the 
:total time given to each duty you perform regu- : 
:larly, but which occupies less than one-third of: 
:your time. Base your estimate on your typical, : 
:full working week. Record the time to the near-: 
:est half-hour. : 
. 
.. .-------------------------------------------:   . 
II : III: 
. 
. 
DUTIES 
(1) FUNCTION OF RECEIVING CALLERS 
(If none of the duties you ~erform fall in this category, 
go on to the next section.} 
• . 
. . 
·----~--~----~------------------------------------------· 
. 
. 
Figure 4. 
----
Format of Columnar Headings on Revised 
Position Description Form 
. 
. 
• 
CHAPTER V 
GATHERING THE DATA 
Selecting the Sample 
The character of the population to be used in this 
study was established by its purpose. The primary factor 
was that of finding people working on office jobs, who had 
had their job training in secretarial curriculums on the 
post-high-school level. There were several possible 
sources to be considered for locating a sample of this 
population. They were: (l) offices generally accessible 
to the investigator--no specified type; (2) offices in 
specified representative industries; and, (3) alumnae lists 
from schools offering this type of training. 
The first two sources mentioned would have made it 
possible to use the interview and observation techniques. 
However, there were certain weaknesses inherent in both 
sources. An indeterminable number of offices would have 
had to be contacted in order to secure an adequate sample, 
as there would have been no basis for predicting the number 
of people in. any one office who had had their training on 
the post-high-school level. This would have made the study 
unduly cumbersome. Furthermore, it would have consumed a 
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vast amount of office time, and placed a considerable 
burden on executives and supervising officers as well as 
on the workers themselves. Limitations in representative-
ness would immediately have been imposed. That is, the 
variety of occupational and industrial activities repre-
sented in the final sample, and the variety in the size of 
the organizations according to numbers employed would have 
reflected restraints automatically forced on an individual 
investigator by this situation. The element of selectivity 
would have gone uncontrolled, should there have been a lack 
of complete assurance that within any one office every 
employed person within this population co-operated in the 
study. Furthermore, as this study was being financed by 
the investigator, independently of any other source, there 
would of necessity have been a serious limitation in the 
sample size, if the data were to be gathered through the 
technique of interviewing the workers. 
The first two sources mentioned for drawing the sample 
were thus automatically ruled out, at the expense of for-
feiting the values inherent in the interview technique. 
This made the problem one of investigating the possibility 
of securing names from schools offering secretarial train-
ing on the post-high-school level. This source promised 
greater representativeness of the entire population. It 
also promised, at the least prohibitive cost per case, 
89 
a sample most free from bias. Everyone contacted would be 
a legitimate member of this population. There would be no 
forced restriction as to job level on which the individuals 
were employed. There would be no restriction as to type 
· of industrial activity or size of office, and the number of 
cases considered necessary to the study would be more 
readily located. 
The principal limitation in selecting the schools to 
be contacted appeared to be that of selecting schools which 
offered secretarial studies on this level. The importance 
of excluding any element of selectivity in the individual 
cases made further limitation a danger. Three types of 
institutions consistent with the purpose of the study were 
available: (1) colleges and universities; (2) Junior 
Colleges; (3) private business schools. Factors isolated 
for consideration in the selection of the schools were: 
(1) geographical spread in the location of the co-operating 
schools; {2} curriculum content; {3) time given to the pro-
fessional course work; (4) the general scholastic level and 
social or economic background of the enrollees. 
In selecting the schools to be contacted, the first 
criterion, geographical representativeness, was not con-
sidered to be a serious factor. Nichols concluded this in 
his study of the work of approximately 4,300 clerical 
employees in fifty-four business organizations located in 
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sixteen different states. It is a matter of fact that the 
function of the office is universally a facilitating one. 
The activities involved in the performance of this service 
function are not influenced by geographical locat"ion. They 
remain basically the same, with variations when they do 
occur being dictated by the type of activity in which the 
company or organization is engaged--whether it be, for 
example, a sales office, a manufacturing office, or a 
. service office. Any ability the study might have to dis-
close differences in jobs and job activities because of 
geographical location would be better served through the 
use of school alumnae lists rather than either of the first 
two-mentioned sources. 
The situation with regard to curriculum content reflects 
a certain unity in professional offerings in all three types 
.. 
of schools which training for office jobs demands. A common 
core of vocational courses has developed in these secretarial 
curriculums--typewriting, shorthand, accounting, office 
machines, English fundamentals, business communication, and 
possible variations of these such as transcription and office 
or secretarial practice. The development of vocational 
business training on the secondary level has today reached 
11 Frederick G. Nichols, A New Conception of Office Practice, 
Harvard University Press, Cambridge, Massachusetts, 1927, 
page 22. 
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the point where it is considered most economical to train 
individuals for a particular area of office activity. The 
student is guided into accounting, stenographic, clerical, 
or distributive education curriculums according to his 
interests and abilities, and depending on the demands of 
the local job-market. Specialization of this type has not 
occurred generally on the post-high-school level. Some 
attempt has been made to specialize within the secretarial · 
area with the development of legal secretarial and m·edical 
secretarial options. However, on the post-high-school 
level the enrollees still tend to come from distances rather 
than the locale of the particular school, this fact con-
tributing to the impracticability of ferreting out one 
particular office or even one particular occupational or 
industrial field for which to train. It is recognized that 
this does not hold so closely for the private business 
colleges. They are more apt to have a large local enroll-
ment, with graduates being employed in local offices. How-
ever, it is reasonable to assume that. the jobs to which 
these people go are the jobs which customarily demand people 
trained on the post-high-school level of professional offer-
ings. Any differences in curriculum content among the three 
types of schools that might effect the sample could be satis-
factorily overcome by providing equality in representation 
of all three. 
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The third and fourth variables mentioned are directly 
controlled by the factor of employability, the principal 
objective of this professional training. Therefore, as far 
as length of time devoted to these courses is concerned 
from school to school, the end-product of a salable skill 
is the common determining factor. It is a universal prac-
tice in the four-year schools where secretarial curriculums 
exist that the professional skill courses are offered in 
the last two years of enrollment, nearest the time of use. 
Of necessity, selectivity in admissions to these schools 
defines satisfactorily for this study, the level of scholar-
ship and the element of social-economic background necessary 
for placement and success in the office job market. 
To have obtained a random sample of this population in 
its entirety, the country over, would have imposed a burden 
of time and expense in building the mailing list, out of 
proportion to the questionable value which it might accrue. 
It was therefore decided that the schools to be appealed 
to for alumnae lists should be selected on the basis of 
expedience to the investigator, with due regard to represen-
tation from the three types of school. As far as can be 
determined, according to tabulated returns, there is no 
reason to think that the sample used in this study differs 
in character from a sample taken on the basis of a random 
selection of all schools offering this type of training. 
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In further identifying and qualifying the sample, the 
following limitations were set up: 
1. It was established that schools would be solicited 
for list s of former enrollees over a period of the most 
recent five years. This i ncluded the classes of 1945, 1946, 
1947, 1948, and 1949. It was believed that a longer period 
would make the investigation more costly per case for several 
reasons . Conditions in the early years of this decade were 
of such an unsettled nature economically that a normal pic-
ture of jobs and job activiti es would not be revealed. Then, 
too , it was felt that the risk in mailing losses would be in-
creased because of difficulty the schools might have in main-
taining accurate mailing lists as former enrollees were 
longer out of school. Furthermore, the occupational mortality 
in numbers of employed women was conceived to be increasingly 
higher with additional years out of school. That this rea-
soning was defensible is indicated by an analysis of returns 
by years for the five-year period stipulated, as revealed 
in Table 10, page 123, in the analysis of the data. A lesser 
period than five years for this study was viewed negatively 
because data were desired which would be of some significance 
as far as lines of promotion are concerned. 
2. A further limitation in the population was that co-
operating schools would supply all the names of those who 
had been enrolled in the classes stipulated, so that no 
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element of selectivity would occur in this respect. This 
provision was made when applying to the schools; and, so far 
as the investigator knows, it was complied with in all in-
stances but one. The director of that school advised the y 
investigator as follo~s: 
While we shall be glad to co-operate with you in 
connection with your research •••• it will in-
volve a considerable amount of clerical detail 
for us to compile lists of all the students who 
have been enrolled in our various courses for the 
years 1945, 1946, 1947, 1948, and 1949. · Will it 
suffice for us to prepare for you a list of a 
limited number of the graduates of each of our 
classes who are currently employed in the princi-
pal fields? This will, no doubt, give you the 
same information that you would receive from a 
complete coverage of all of our graduates. 
With this assurance of representativeness, the investigator 
accepted the list of sixty-one names supplied by this source. 
3. A further stipulation as to the sample was that an 
original list of approximately 2,000 to 2,500 cases would be 
necessary for meaningful results. 
The next problem was to find schools which would co-
operate. A preliminary list of fourteen schools was com-
posed . Geographical accessibility, or previous contact of 
the investigator with the school, dictated this selection. 
Wherever practicable, the schools were approached personally 
by the investigator; otherwise they were appealed to by 
Y See Appendix 7, page 297, for copy of this letter from 
the Berkeley School, East Orange, New Jersey 
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mail. Of the fourteen schools on this preliminary list, 
ten agreed to co-operate. This resulted in a total of 1,141 
case names. 
Through the assistance of persons interested in the 
study, ten additional schools were contacted. Of this group 
five agreed to co-operate, resulting in a total of 1,965 
cases. This total number of cases excluded the names of ten 
people whose addresses were outside the country. The geo-
graphical locations of this group of ten are given with the 
mailing data, on page l03. 
.11 
Thus, of the total number of twenty-four schools 
appro~ched, fifteen took part in the study. Of the nine 
schools not co-operating, two reported that the transient 
character of enrollment and the method of keeping records 
made it uneconomical to segregate the enrollees for any 
specific year or years; one had just completed a survey and 
felt it unwise to involve graduates in this type of survey 
again so soon; one reported the secretarial curriculum so 
recently established that there were not names available 
over the five-year period; one had a small enrollment to 
begin with, and close contact with graduates revealed most 
Y See Appendix 5, page 295, for a copy of this letter 
soliciting school co-operation • 
.1/ See Appendix 6, page 296, for a complete list of the 
schools approached. 
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of themmarried and no longer in business jobs; one school 
reported it contrary to policy to make the names of its 
graduates available; one had no way of getting the names 
for the curriculum and years requested; two failed to reply 
to the original letter. of inquiry. 
The names and locations of the co-operating schools 
and the number of cases supplied by each school is reported 
in Table 1, page 97. This table assigns a code number to 
each of the schools, and future reference to them is made by 
code number. 
There is a discrepancy in the schools listed in Table 1 
and the school names printed on the inquiry form in I tem 2, 
page 1, of the Position Description Form. The reason for 
this is that two of the nine schools not finally co-operating, 
the University of Vermont and the University of Cincinnati, 
were included in the printing before it was known that ade-
quate lists of names would not be available. One school, 
Temple University, submitted its list of names after the 
printing had been completed, and this situation was taken 
care of in the introductory material which was sent with 
the inquiry instrument. 
For purposes of this study, it was assumed by the inves-
tigator that the positions which would be described by the 
sample population selected in the manner outlined, would be 
representative of the positions which would have been described 
Table 1. Go-operating Schools and Number of Cases Contributed by each School 
C t · s h 1 • Number Code : _ o-opera J.ng c oo s : of 
N~mber : Name : Location : Cases 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
. . 
. . 
Bay Path Junior College 
Berkeley School 
Boston University (College of 
Practical Arts and Letters) 
: Edgewood Junior College 
Ohio University 
Packard Junior College 
: Regis College 
: Rider College 
Saint Joseph College 
: Simmons College 
: Syracuse University 
: Temple University 
University of Connecticut 
Wayne University 
: Wilson College 
: Springfield, Massachusetts 
: East Orange, New Jersey 
Boston, Massachusetts 
Edgewood, Rhode Island 
Athens, Ohio 
: New York, New York 
Weston, Massachusetts 
: Trenton, New Jersey 
West Hartford, Connecticut 
: Boston, Massachusetts 
Syracuse, New York 
.. 
. 
.. 
. 
. 
. 
. 
. 
. 
. 
: Philadelphia, Pennsylvania : 
: Storrs, Connecticut . . 
: Detroit, Michigan 
Chambersburg, Pennsylvania : 
. 
. 
. 
a 
Total Number of Cases 
60 
61 
233 . 
230 
67 
401 
64 
226 
38 
196 
62 
98 
63 
145 
21 
1,965 
\.0 
-,;J 
if a random sample of schools the country over had been 
solicited for alumnae lists. 
Character of the Appeal 
The hazards inherent in the technique of gathering a 
large quantity of detailed information from a mailed ques-
tionnaire demanded careful consideration. 
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The technique itself precluded benefit of any authority 
requiring co-operation of the population sample. This was 
a necessary weakness to this study, and one which would not 
be present in job analysis inve~tigations conducted within 
an industry or an organization. Further hazard was the 
necessary length of the inquiry form. Length was unavoid-
. able in the absence of the possibility of securing any of 
the information from office records of the employers, and 
because of the detailed character of the information needed. 
Consequently it was necessary to prepare the strongest 
possible appeal in the context and in the format of the 
mailing pieces. In the order in which they appeared to the 
recipient, they were: (1) a mimeographed "blue sheet," 
size 4~ x 11, personalizing the appeal; (2) the transmittal 
letter; (3) the inquiry form; (4) the return envelope. 
Copies of this material (except Item 4} are appended exactly 
.¥ 
as they were sent out • 
.¥ See Appendix 8, page 298, for replicas of the transmitted 
material. 
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Essentially three factors were considered necessary if 
the context of the transmittal material were to make the 
strongest appeal possible. They were: (1) the opportunity 
to talk about one's own job; (2) loyalty to one's Alma Mater; 
(3) the ability of former students to sha~e information, on 
the basis of job experience, which would facilitate the 
transition of future trainees from school to job. 
The mimeographed "blue sheet," placed on top of the 
mailing unit, made an immediate personal appeal. The 
message was identical for all individuals in the sample popu-
lation, but the salutation varied for the mailing list for 
each school. This was written to include the name of the 
administrator or the faculty member who had made the list 
available, coupled with the name of the school. The message 
explained the purpose of the study and stressed the need for 
each individual ' s interest and co-operation if the study 
were to be successful. 
On the "blue sheet" sent to individuals on the mailing 
list from school number twelve, the name of which had not 
been printed on the Position Description Form, the message 
included the statement: "If the name of your school is not 
included under Item 2, page 1, of the Position Description 
Form, please write it in, in the righthand margin." 
The transmittal letter was identical for all individuals, 
as this was a processed letter and personalizing would have 
100 
been too costly. To lend credence to the appeal, the 
letter of transmittal was presented under the heading of the 
university of which the investigator is a faculty member. 
The letter appealed to these individuals to share informa-
tion about themselves and their jobs as a contribution 
toward strengthening secretarial studies curriculums. A 
second objective of the letter of transmittal was to brief 
the recipients on the mechanics of the inquiry form. In an 
attempt to fores·tall delay in completing the form and re-
turning it, the transmittal letter included a date for the 
return of the booklet. 
The title page of the inquiry form attempted to empha-
size further the personal appeal to each individual, through 
the legend: "A study of YOU, for YOU ••• " This legend also 
had been included in the introductory paragraph of the trans-
mittal letter and was intended to engage the individual's 
interested attention. 
The appeal of the material on the strength of appear- · 
ance and format was considered to be especially important 
considering the type of population to which it was being 
mailed. This was considered strongly in establishing the 
format of the Position Description Form discussed in the 
preceding chapter. Printing of the booklet was in blue ink 
as an added appeal to the appearance and for attention-
getting quality which this might afford. 
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To make it easier for the participants to return the 
booklet, a printed return addressed envelope was included. 
The returns were directed to the Test Resources Laboratory, 
School of Education, Bpston University, and carried the 
Boston University postal permit guaranteeing return postage. 
This not only simplified the effort of the participants, but 
centered the returns at one address and safeguarded against 
lost returns. 
Every effort was made to insure the study against known 
hazards by making as attractive and mechanically acceptable 
a mailing unit as possible. The many messages received with 
the returned booklets, commenting on the physical character 
of the appeal, are testimony to the effectiveness of the 
mailing piece. 
Mailing the Position Description 
Form to the Sample 
The paramount question concerning the mailing of this 
material to the sample population was what class of mail it 
would be most advisable to use. It was considered essential 
that return postage be guaranteed on the thesis that a deter-
mining element for success in a mail appeal of this type is 
ease of action for the addressee. The return mail, of neces-
sity., must be at the first-class rate. 
This represented a fee of seven cents for each inquiry 
form returned; that is, six cents for the two~ounce weight, 
boston Unl ·gr~J ~~ 
Sehaol o1 Sc:..Cl.C!l~Jc 
....... Libr GrY .---
plus the one-cent fee per unit of mail which is assessed 
when postage is collected at the delivery point. 
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Because of the expense that would be involved in claim-
ing the responses, the possibility of sending the forms at 
less-than-first-class mail was investigated. It was found 
that this material qualified for mailing under P.L.& R. 34.69, 
§/ 
1948, taking the third-class mailing rate of two cents for 
the first two ounces and one cent for each additional ounce. 
It was a considerable fact that forwarding would not 
generally be provided unless in individual instances persons 
had arranged with the post office for forwarding this class 
of mail to them. Also, as non-deliverable envelopes would 
not be returned to the sender under this class of mail, 
there would be no check on the number lost which could be 
attributable to inadequate or incorrect addresses. In view 
of the difference in cost between the first- and third- -
class rates, safety from these risks was forfeited and the 
§/ United States Government, Postal Laws and Regulations, 
34.69, 1948, Title four, Part 34, Classification and 
rates of postage: "Facsimile copies of handwriting or 
typewriting, produced by a mechanical process such as 
the printing press, mimeograph, multigraph, etc., shall 
be treated as matter of the third or fourth class accord-
ing to weight, provided they are presented for mailing 
at P. o. windows, or other depositories designated by 
postmasters, in a minimum number of twenty identical 
unsealed copies •••• " 
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third-class mailing was adopted. 
Position Description Forms were mailed to the entire 
list submitted, except for ten people whose addresses were 
outside the country. One of these persons was located in 
Panama, one in Hawaii, one in Mexico, two in Porto Rico, 
one in Brazil and one in Peru, one in Alaska, one in Canada, 
and one c/o the Postmaster, New York City. The postage 
guaranteed permit on the return envelope incorporated the 
legend, "No Postage Stamps Necessary if Mailed in the United 
States," so that special provision would have been necessary 
for both the mailing and the return of the forms for these 
people. There was also the time element involved in mail-
ing these distanc~s. Because of the small number, it seemed 
advisable to discard them. It developed that in one instance 
of a local mailing address, the material was forwarded and 
the response came from outside the country--Germany. 
In view of the hazards involved in collecting data 
through mailed questionnaires, three other factors were con-
sidered in the mailing plans: (1) ~lanning for middle-of-
the-week delivery; (2) scheduling the mailing sufficiently 
early so that vacation absences would not be a factor in 
delaying the responses; and, {3) releasing the mailings in 
sufficient time to permit conformance to a deadline date 
for completion and return, without inconveniencing the 
participants unnecessarily. 
Studies which have been made on quantity mailings to 
business people reveal that arrival of the material on 
Tuesday afternoon, Wednesday morning or afternoon, or on ]/ 
Thursday morning is most desirable for best attention. 
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In view of this information the plan was to get the material 
into the mail, taking geographical distances into considera-
tion, so that delivery would occur during this middle-of-
the-week period. Completion of the printing had been 
tentatively promised for May 5. It was intended that the 
material should be in the mails the following week. This 
would have been sufficiently early to enable the participat-
ing population to complete and mail the returns before the 
summer vacation schedules became generally effective. The 
date by which return of the forms was desired had been 
stipulated in the transmittal letter as May 29, 1950, in 
accordance with these original plans for the mailing program. 
It was expected that all forms would have been mailed early 
enough to allow about two weeks for completion and return. 
However, because of a labor disturbance in the printing plant 
where the material was being prepared, completion of the 
processing of the inquiry forms was delayed. It was not 
feasible to alter the deadline date even though this intro-
duced a serious hazard. Delivery of the material by the 
]/ Robert R. Aurner, Effective Communication in Business, 
"A .Mailing Time Chart, " South-western Publishing Company, 
Cincinnati, 1950, page 405 
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printer was postponed from day to day with no definite 
promise as to when completion could be expected. To have 
substituted a later deadline date for return of the forms 
would have postponed the mailing still further, as a second 
printing of the letters would have been necessary, or some 
other provision made for this change of date after printing 
of the Position Description Forms was finally completed. 
As a result of this delay, the mailings were made five to 
ten days later than originally planned. 
In advance of this time, the outside envelopes had 
been addressed, the stamps affixed, return envelopes printed, 
and the personalized mimeographed "blue-sheet" for each 
school had been prepared. Just as quickly as partial 
deliveries of the mater-ial came from the printer, the four 
pieces were collated, folded, inserted in the envelopes, 
and placed in the mail. This was made possible through the 
efforts of several clerks who stood ready to co-operate on 
this mailing procedure. The entire job was handled and put 
into the mail over a five-day period. 
Handling for the original mailing was in lots by schools. 
Although this was not a strict adherence to the geographical 
mailing plan it was felt to be an adequate handling because 
of the advantage from the clerical angle. Table 2 reports 
the quantities and dates of mailing, according to schools, 
and the destination of the bulk of each mailing. 
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Table 2. Record of the Mailings of 1,965 Position Des-
cription Forms 
School: . . . . 
Code Quantity . Date of Mailing Destination . 
Number: . . . . 
. . . 
. . . 
5 67 . Saturday, May 20, 1950 . Ohio . . 
14 . 145 II II . Michigan . . 
15 21 . II II . Pennsylvania . . 
8 . 226 . Monday, May 22, 1950 . New Jersey . . . 
12 98 . Tuesday, May 23, 1950 . Pennsylvania . . 
11 . 62 II II . New York(State) . . 
9 . 38 . II II . Connecticut . . . 
13 . 63 II II . Connecticut . . 
1 . 60 . II II Massachusetts . . 
7 64 . II II . Massachusetts . . 
6 . 401 . Wednesday, May 24, 1950 . New York City . . . 
4 . 230 . II II . Rhode Island . . . 
3 . 233 . Thursday, May 25, 1950 . Massachusetts . . . 
10 . 196 . II II . Massachusetts . . . 
2 . 61 . Thursday, June 8, 1950 . New Jersey . . . 
. . . 
. . . 
. . . 
Total; 1,965 . . . 
. 
The mailing on June 8 occurred then because the list 
from one of the co-operating schools was delayed and did 
not reach the writer until June 6. 
Table 3 reports the distrib~tion geographically by 
schools for the total quantity of Position Description Forms 
mailed. A total of twenty-nine states and the District of 
Columbia were represented. 
Composition, Planning, and Mailing of the Follow-Ups 
Contrary to what had been expected to be a desirable 
mailing date, that is, one which would insure delivery during 
I 
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the middle of the week, there was evidence that the majority 
of these forms were completed over the week-end, as the 
heaviest mail came in early in the week--rather consistently 
on Monday, Tuesday, or Wednesday. Figure 5, page 117, pre-
sents the record of responses in detail. 
This indication that week-end attention was generally 
given to completion of the inquiry forms made it advisable 
to alter plans for follow-ups with regard to dates of mail-
ing. Follow-up mailings were made so as to arrive toward 
the end of the week wherever possible. Follow-up 1 was 
mailed on Wednesday and Thursday, June 14 and 15. Follow-
up 2 was mailed on Wednesday, July 5. Follow-up 3 was 
mailed on Thursday, July 20. 
Originally, two follow-ups were planned. The first 
was a printed postal card message scheduled to go out about 
June 10, ten days to two weeks after the deadline date. 
The second follow-up was to be a mimeographed l etter to be 
mailed third-class. The time for mailing the second follow-
up was left open, with the intention of getting it out as 
soon as there was indication that the returns were dropping 
off. In both instances the follow-ups were to be sent only 
to those whose returns had not been received. 
Follow-up 1 was sent to 1,680 persons. A copy of this 
message is included in its original form in Appendix 9, 
page 315. This was sent to people located in the miscellaneous 
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group of states on Wednesday, June 14, as well as to those 
in Michigan, Ohio, Pennsylvania, New Jersey, and New York. 
On Thursday, June 15, cards were mailed to those in Rhode 
Island, Connecticut, and Massachusetts. This number in-
cluded t he names of all people whose responses had not been 
received on or before June 12. However, the message was so 
worded that it would . be nullified if, on receipt of it, 
the response had already been mailed. All reference to 
dates of receipt of the Position Description Forms is in 
terms of postmark dates on the envelopes. 
This mailing of follow-up l disregarded the people on 
the mailing list for school number two, to whom the Position 
Description Forms had been mailed on Tuesday, June 8. Fol-
low-up l was sent to fifty-five people on this list oh 
Tuesday, June 20, those who had not then responded. 
The time element with regard to this first follow-Yp 
and the ensuing, is revealed in Figure 5, page117. There 
was bound to be a lapse of time for checking the daily 
returns and for addressing the follow-ups, if r easonable 
care was to be taken that those who had responded were not 
to receive copies of the foll 
The second follow-up took e form of a mimeographed 
letter which was mailed, unseal , under the third-class 
rate. A copy of this letter in its original form is in-
cluded in Appendix 9, page 316. 
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The mailing list for foll up two includ~d 1,490 per-
sons whose replies had not bee returned on,or prior to, 
Wednesday, June 28. As indica ed by the graphing of returns 
in Figure 5, there had been no bulge in numbers of returns 
that week as had occurred on the first three days of the 
three preceding weeks. The returns for Wednesday, June 28, 
numbered six, and for the three preceding days, June 25, 
26, and 27, one, four, and five, respectively. It later 
developed that over a period of a week following the date 
of June 28, the numbers of returns remained low, being 
three, five, two, one, none, one, and two respectively for 
the following seven days. This supported the decision to 
get the second follow-up into the mails at that time. 
Because of the week-end holiday following June 28, the 
follow-up was not mailed until Wednesday, July 5. After 
this July 5 mailing there was another up-swing of returns. 
On Monday, July 10, the returns by schools were show-
ing a spread of twenty-seven percentage points, not as 
narrow a range as was considered necessary to argue repre-
sentativeness of the original sample, school by school. In 
addition to this, 33% of the 551 ~ho had responded on that 
date reported that they were no longer employed. There re-
mained, then, 368 Position Description Forms on which the 
duty check list had been completed. Table 4 reports the 
number and per cent of returns from each school in rank order. 
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Also reported in thi s table is the breakdown for each s chool 
according to number currently employed and number no longer 
employed. 
Table 4. Rank Order of Per cent of Responses for 
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. 
School 
Code 
Number : 
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. 
• 
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. 
. 
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. 
• 
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. 
. 
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. 
. 
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10 
27 
26 
77 
36 
77 
12 
16 
16 
15 
53 
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. 
. 
. 
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. 
. 
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. 
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Per cent 
of 
Original 
Mailing 
48 
43 
40 
39 
37 
33 
32 
27 
26 
23 
23 
23 
22 
22 
21 
. . . . 
·-------------~·------------~·------------· 
Total . . 
. 
. 
. 
. 
368 (67%) 
. 
. 
. 
. 
183 
(33%) 
. 
. 
. 
. 551 
(100%) 
. 
. 
. 
. 
It would seem that two follow-ups on this type of study 
would have been sufficient to expect the population to have 
been saturat ed, that all who were going to re spond had 
already done so . Furthermore, the study had already ext ended 
three days more than a six-week period, and t he factor of 
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time-span as it concerns expectancy of returns on this type 
of inquiry was recognized. 
Nevertheless, with the expectation that the number of 
employed persons reporting might be increased, and that the 
spread of -percentage of returns school by school might be 
reduced, it was considered advisable to send a third follow-
up. Although this meant extending the time given to this 
phase of the study, small numbers of Position Description 
Forms were still coming in daily and it was believed that a 
third follow-up might serve to offset some of the lag which 
might be attributable t .o vacation absences. 
Selection of the mailing list for this third follow-up 
was based on the tally made of the number and percentage of 
returns up to and including those post-marked July 10, as 
represented ·in Table 4. Calculations were made as to the 
per cent necessary from each school to bring returns, school 
by school, to a 50 per cent figure. With these percentages 
as a basis, the additional number of returns necessary from 
each school was determined. This information is reported 
in Table 5. Names were selected at random for each school 
on the basis of these calculations. 
Follow-up 3 took the form of a personalized multigraphed 
letter and a copy of it, in its identical form, is included 
in Appendix 9, page 317. These letters were 11 filled-in" 
with inside addresses and personalized salutations, and were 
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signed individually by the investig.ator in an effort to 
approximate the effect of a personal letter. This letter 
was mailed first-class to 433 people on Thursday, July 20. 
Table 5. Analysis of Returns by Schools up to and Including 
July 10, 1950, and Per cent and Number Necessary 
to Bring Returns School by School to Fifty Per 
cent of the Original Mailing 
: Original : School 
Code 
Number : 
. 
. Number 
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. 
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1 
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. 
. 
. 
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: 433 
.
. 
. 
. 
. 
. 
23 
29 
17 
27 
11 
28 
27 
28 
18 
11 
24 
13 
7 
27 
2 
(22%) 
Although there is a time discrepancy between the 
July 10 date, on the basis of which calculations for this 
mailing list were made, and the July 20 date on which the 
letters were actually mailed, consideration was given to the 
responses received during the intervening time and replace-
ments were selected, keeping the numbers for each school 
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at the figure arrived at originally. The total number of 
replacements necessary was sixty-seven, the number of re-
sponses received from July 11 to July 20, inclusive. This 
was not believed to be a large enough number to alter the 
percentage calculations appreciably. In this manner there 
was complete assurance that this follow-up was not sent to 
anyone whose response had been received. 
A check was kept of the responses received after this 
mailing and fifty-five returns were recorded. This repre-
sents 13 _per _cent of the number mailed. These responses 
are blocked out on Figure 5. 
The number of responses received after the mailing of 
follow-up 3 was 753. This figure includes those returned 
in response to the follow-up. This served to increase the 
percentage of response for the entire mailing from 28 per 
cent (on July 10) to 38 per cent (the final figure). The 
numbers in the t wo gro ups, employed and unemployed, were 
altered two per cent by these additional responses, the em-
ployed group increasing and the unemployed group decreasing 
by this percentage. The spread of percentage of returns by 
schools was reduced three percentage points. 
The third follow-up supplied incidental information as 
a result of being sent first-class mail. or the 433 letters 
sent out, twenty-one were returned because of inadequate 
addresses. This represents a five per cent loss in mailing. 
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Applied to the original mailing, it is logical to believe 
that a total of ninety-five Position Description Forms never 
reached the addressees • . The assumption is that the mailing 
lists were exceptionally accurate and up-to-date, and the 
third-class mailing of the Position Description Forms was 
not as costly in this respect as might have been expected. 
In addition to recording details on the follow-up 
mailings, recording and graphing the number of returns re-
ceived daily, Figure 5 includes a cumulative daily total. 
This record covers the twelve-week period from May 24, 1950, 
to August 15, 1950. Some of the returns that were used in 
this study arrived after the August 15 date and have been 
recorded in one entry at the end of the graph. Responses 
continued to come in over a period of several weeks, and the 
closing date for forms to be included in the study was 
finally set at September 10. 
Table 6 reports the percentages of responses received 
weekly. At the end of the first four-week period approxi-
mately two-thirds of the total responses had come in. The 
fluctuation in per cent of weekly responses is also indicated 
to show the heavier responses during the early weeks. 
This shows the promptness with which responses started 
coming in. Twenty-eight returns had been received by May 31, 
one week after the last mailing date. The first responses 
came in four days after the first mailing date. The bulk 
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of the responses were received during the first six-week 
period, at the end of which time 80 per cent of the responses 
had been received . 
Table 6. Volume of Responses Weekly from 
May 24, 1950, to September 10, 1950 
Week Number of Per cent Per cent 
~ndins responses of total __Qf chan~ 
June 3* 83 11 
10 199 26 15 
17 349 46 20 
24 459 61 15 
July 1 485 64 3 
8 520 69 5 
15 599 80 11 
22 62j 83 3 
29 677 90 7 
Aug. 5 701 93 3 
12 712- 95 2 
Sept. 10 753 100 5 
*Responses received during the last four days 
of the preceding week in May are included in 
this fi gure (7). 
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CHAPTER VI 
Analysis of the Data 
Part 1: Identification Data 
Case numbers were assigned to the responses for facility 
in handling them, and all reference to them is made in this 
manner. 
For clarity of description, the content of the identi-
fication items, which appear on pages 1 and 2 of the Position 
Description Form, and the data gathered for each item are 
presented together in the foll owing discussion. 
Administrative ltems 
Item 1 requested the full name of the respondent , plus desig-
nation of male or female, and if the latter, whether married 
or unmarried. 
Data: On the basis of the responses to this item, the fol-
lowing classification was established: 
Per cent of 
Number Total 
Females ~unmarried) 474 63 
Females married) 253 34 
Males 26 ~ 
Total . 753 100 
Discussion: In addition to serving administratively for 
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recording the responses and for purposes of follow-up, this 
information has interest as it relates to the numbers of 
this population who have remained in, or dropped out of the 
labor market, and is discussed further on pages 122-124, 
following presentation of the data returned for administra-
tive items 1, 2, and 3. 
Item 2 requested the name of the school in which the parti-
cipant had been enrolled for professional secretarial train-
ing. The names of the co-operating schools were printed on 
the Position Description Form, for checking, with the excep-
tion of one school already mentioned. 
Data: Table 7 presents the numbers of responses received 
from people who had studied in each of the co-operating 
schools. For purposes of comparison this table includes the 
numbers of Position Description Forms mailed to the alumnae 
of each of the schools, and the percentage returned by each 
school population. 
Discussion: Th~ logical basis for defending the representa-
tiveness of this participating sample with respect to the 
original mailing list is that of equivalence in percentage 
of responses from school to school. Table 8, page 121, 
shows the rank order of percentages of responses by schools. 
The range of 23.9 percentage points is not sufficiently narrow 
to claim that the representativeness provided for in the 
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Table 7. School by School Comparison of the 
Original Mailing and Final Response 
School Number of Responses Code P.D.F.'s . . 
Number . Mailed . Number Percentage . . 
. . . 
. . . 
1 60 . 26 . 43 . 3 . . 
2 . 61 . 22 . 36.0 . . . 
3 233 . 113 . 48.5 . . 
4 . 230 . 73 . 31.7 . . . 
5 . 67 . 31 . 46.2 . . • 
6 . 401 114 . 28.4 . . 
7 . 64 23 . 35.9 . . 
8 . 226 . 78 . 34.5 . . . 
9 38 . 15 . 39.4 . . 
10 . 196 . 99 . 50.5 . . . 
11 . 62 . 28 . 45.1 . . . 
12 98 . 43 . 43.8 . . 
13 . 63 . 33 . 52.3 . . . 
14 145 45 . 31.0 . 
15 . 21 . 10 . 47.6 . . . 
. . 
. . 
. . 
. . 
Total . 1,965 . 753 (38.3) . . 
. . . 
. . . 
the original selection of schools is maintained. However, 
the data on geographical and industrial distr:Dbution gathered 
in response to Items 5, 6, and 7, and discussed on pages 126 
through 136, indicates wide variation in the job situations 
in the participating sample. There is no reason to believe 
that a consistently equivalent percentage of responses from 
school to school would have described the employment locale 
of this group differently. The data returned for item 19, 
Table 28, page 164, shows an equable distribution of the 
responses between the two- and four-year secretarial curricu-
lums. For these reasons it is defensible to argue that the 
Table 8. 
School 
Code 
Number 
13 
10 
3 
15 
5 
11 
12 
1 
9 
2 
7 
8 
4 
14 
6 
Rank Order of S~hools 
According to Percentage 
of Responses 
Percentage 
of 
Responses 
52.3 
50.5 
48.5 
47.6 
46.2 
45.1 
43.8 
43.3 
39.4 
36.0 
35.9 
34.5 
31.7 
31.0 
28.4 
jobs actually reported on are a fair representation of the 
jobs in which this population finds employment. 
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Item 3 requested indication of the class-year enrolled in, 
whether it was 1945, 1946, 1947, · 1948, or 1949, by checking 
a printed item. 
Data: Table 9 reports the returns for class-years of enroll-
ment, segregated according to employed and unemployed, and 
according to sex, and marital status of the females. In 
some instances individuals responding indicated having been 
enrolled in the class of 1944 or in the class of 1950. Some 
of the returns did not indicate the class in which the 
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respondent had been enrolled, and these are reported in the 
tabulation as "Year not given." 
Table 9. Employment Status, Sex, and Maritul Status of the 
Females, Presented by Class-year of Enrollment in 
the Co-operating Schools 
. . 
Class! !Grand 
Year . :Total:Total . 
1944 11 11 1 10 11 22 
1945 49 10 59 . 11 45 1 57 116 . 
1946 37 12 1 50 22 49 2 73 123 
1947 33 6 2 41 . 15 68 4 87 128 . 
1948 12 11 2 25 . 17 95 4 116 141 . 
1949 14 18 3 35 . 24 136 7 167 202 • 
1950 2 2 . 2 . 
Year . . 
not 6 2 8 . 1 10 11 19 . 
given 
Total 162 61 8 231 . 91 413 18 522 753 . 
. 
. 
* 
1 Females married 
2 Females unmarried) 
3 Males 
The 231 cases reporting no current employment represent 
31 per cent of the total response, and the 522 reporting em-
ployment information on jobs they currently hold is 69 per 
cent of the total response. 
An analysis of the group "not currently employed" 
reveals the following: 
9 reported that they were either still in school or 
had returned to school for further study 
5 reported being temporarily out of the job-market 
because they were travelling 
123 
7 reported that t hey were away from employment because 
of illness. 
210 indicated that they were "not currently employed" by 
completing the first three items of the inquiry form. 
Ninety-eight of this group supplemented the informa-
tion with written messages. 
231 Total report ing "Not Currently Employed." 
A break-down of the group of 210 "not' current ly em-
ployed " persons, reveals the married females-- 70. 5 per cent of 
total unemployed--as the largest category dropping out of 
the l abor market. A further analysis of occupational mor-
tality is made in Table 10. 
Tabl e 10. Occupational Mortality of the Participating Popu-
lation by Class- years 
-Total of . . . Per cent . . . 
. Number . Not Currently . increase for . . . 
. of . EmQl oyed . each year over . . . 
Class-~ear . Res,12onses . Number : Per cent . that of 1949 . . . 
. . . . 
. . . . 
1949 . 202 . 35 . 17 . . . . . 
1948 . 141 . 25 . 18 . 1 . . . . 
1947 . 128 . 41 . 32 . 15 . . . . 
1946 . 123 . 50 41 . 24 . . . 
1945 116 . 59 51 . 34 . . 
All others*: 43 . 21 . . . . . 
. . . . 
. . . . 
. . . . 
. . . . 
Total 753 231 . . . . 
. . . . 
. . . . 
*Included in this group are the numbers reporting for 1944, 
1950, and "Year not given. II 
The consistent increase in occupational morta l ity each 
year removed from school enrollment, as revea l ed in this 
tabl e, justifies t he decision to include only the five - year 
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period in this study. The 51 per cent drop-out for the year 1945 
is not so large as to jeopardize the information obtained. The 
fifty-seven employed persons reporting for that year repre-
sent 11 per cent of the total employed group reporting. 
Employment items 
Item~ requested the name of the present employer. 
~: Information on employing organizations was important 
to this study only so far as it involved office job employ-
ment. Consequently, it was necessary to examine the re-
sponses for information as to whether the job involved was 
actually an office job. Available _information i ndicated 
that 473 of the employed group were working on office jobs, 
and forty-nine persons were engaged on other than office 
jobs. 
Among those employed on office jobs, 456 persons gave 
complete information as to the name of the employing organi-
zation. Mention was made of 373 different employers' names. 
In thirty-six instances a name was mentioned more than once. 
Table 11 reports the frequency of mention of the various 
I 
employers names. 
Further analysis of the group of forty-nine persons 
employed on other than office jobs is included on pages 
136-138 in the discussion of the responses to item 8, which 
requestedthe payroll job titles. 
Table 11. 
Number of 
times 
Mentioned 
One 
Two 
Three 
Four 
Five 
Six 
Ten 
Fourteen 
Total 
. 
. 
. 
. 
. 
. 
: 
Frequency of Mention of 
Employers' Names by 456 
Participants Occupied 
on Office Jobs 
Number . Number of . 
of . Cases . 
Employers Involved 
. 
. 
337 . 337 . 
22 . 44 . 
3 9 
5 20 
2 10 
2 12 
1 10 
1 14 
. 
·------------~~----------
. 
. 
373 456 
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Discussion: This item was included primarily because of the 
authority it would give to the responses. In view of the 
fact that the names of the employers contributed nothing to 
the study, a complete list of them has been omitted. How-
ever, the names of the employers occurring more than one 
.v 
time are ap~ended to indicate the variety industrially. 
Item .2 requested the l ocation of the office by city and state. 
Data: Table 12 reports the geographical occupational loca-
tions of respondents reporting employment on office jobs. 
l/ See Appendix 11 for the names of employing organizations 
which occurred more than one time, page 321 
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Table 12. Geographical Occupational Location for 473 
Participants Reporting Employment on Office Jobs 
State 
California 
Connecticut 
Delaware 
District of 
Columbia 
Florida 
Illinois 
Maine 
Maryland 
City 
Berkeley 
Campbell 
Riverside 
Bridgeport 
Bristol 
Greenwich 
Hartford 
Meriden 
t..liddletown 
Montville 
Naugatuck 
New Britain 
New Haven 
Norwalk 
Ridgefield 
Stamford 
Storrs 
Thompsonville 
Wallingford 
Waterbury 
West Hartford 
Winsted 
Dover 
Washington 
Miami 
Chicago 
Augusta 
Baltimore 
College Park 
Salisbury 
(Continued on next page} 
Number of Cases 
City State 
1 -
1 
1 3 
3 
1 
1 
16 
1 
1 
1 
1 
1 
2 
1 
1 
2 
4 
1 
1 
2 
1 
1 42 
1 1 
3 3 
1 1 
1 1 
1 1 
1 
1 
1 3 
1.'27 
Table 12. (continued) 
City Number of Cases State City State 
Massachusetts Acushnet 1 
Arlington 1 
Boston 62 
Brockton 2 
Brookline 1 
Cambridge 8 
Framingham 2 
Haverhill 1 
Holyoke 1 
Housatonic 1 
Hyde Park 1 
Lenox 1 
Medford 2 
Melrose 1 
Newton 1 
Newton Highlands 1 
North Adams 1 
Northampton 2 
Revere · 1 
Roxbury 1 
Salem 1 
Springfield 11 
Taunton 1 
Waltham 1 
West Lynn 1 
West Springfield 1 
Weston 1 
Worcester 2 111 
Michigan Centeline 1 
Detroit 20 21 
New Hampshire Nashua 1 1 
New Jersey Arlington 1 
Atlantic City 2 
Bridgton 1 
Camden 1 
Cl ark Township 1 
East Orange 2 
Elizabeth 1 
(continued on next page) 
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Table 12. (Continued) 
State City Number of Cases City State 
New Jersey Freehold 1 (continued} Garwood · 1 
Hackensack 1 
Hoboken 1 
Jersey City 2 
Long Branch 1 
Matawan 1 
Metuchen 1 
Montclair 1 
Newark 4 
New Brunswick 1 
Newton 1 
Nutley 1 
Orange 1 
Passaic 2 
Paterson 1 
Plea santviLhe 1 
Princeton 2 
Rahway 1 
Roselle 1 
Somerville 1 
Summit 2 
Trenton 12 
Wyckoff 1 51 
New York Albany 2 
Bingham~ on 1 
Brooklyn 4 
Cazenovia 1 
Elmhurst 1 
Fort Plain 1 
Herkimer 1 
Kingston 1 
Long Branch 1 
Long Island 1 
Mamaroneck 1 
Newburg 1 
New York 97 
Poughkeepsie 1 
Rensselaer 1 
(Continued on next page) 
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Table 12 . (Continued) 
State City Number of Cases City State 
New York Rochester 2 
(continued) Schenectady 8 
Syraause 6 
Troy 3 
Yonkers 2 136 
Ohio Ashland 1 
Athens 4 
Cleveland 5 
Cleveland Heights 1 
Dayton 1 
Lancaster 1 
North Canton 1 14 
Pennsylvania Allentown 1 
Bangor 1 
Beaver Falls 1 
Bethlehem 2 
Bradford 1 
Cressona 1 
Folcroft 1 
Harrisburg 1 
Hazleton 1 
· Hershey 1 
Lancaster 1 
Lloydell 1 
Morrisville 1 
Morristown 1 
Philadelphia 21 
York . 1 37 
Rhode Island Cranston 2 
East Greenwich 1 
Pawtucket 1 
Providence 35 
Woonsocket 1 40 
Vermont Burlington 2 2 
Virginia Clarksburg 1 1 
(Concluded on next page) 
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Table 12. (Concluded) 
Number of Cases 
State City City State 
Washington Richland 1 1 
West Virginia Graham Station 1 1 
\1'/:isconsin Madison 1 1 
Germany Munich 1 1 
Total 473 
Discussion: This information is important to the study in 
that it eliminates any aspect of localization ge ographically 
of the jobs reported on. The respondents reported working 
in twenty different states, the Di strict of Columbia, and 
Germany; and 146 cities were represented in .the occupational 
geographical locations. 
Item 2 requested the number of employees in the total office 
and the number empl oyed on the type of j ob being reported on. 
Data: Table 13 classifies the offices represented by the 
participating sample according to total numbers of employees. 
Tabl e 14 indicates the number of persons reported as 
being employed on t he same type of job as that held by the 
participants. The data is allocated according to the cate-
gori es established in Table 13. 
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Table 13. Classification 9f Offices Employing 403 Partici-
pants According to Total Number of Office Workers 
Employed by each 
Discussion: The information revealed in Tables 13 and 14 
shows this population to be engaged in offices of varying 
sizes according to numbers employed. The cumulative per-
centages given in Table 13 show the bulk of these people to 
be employed in smaller offices, and the data in Table 14 
indicates that they go in large numbers to jobs which infre-
quently occur more than three times within a single office 
organization. 
Item 7 requested indication of the type of industrial activity 
in which the employer was engaged (i.e. banking, insurance , 
manufacturing, school, etc.) 
Data: Table 15 allocates the employing organizations 
Table 14. Distribution of 403 Respondents According to the Number of Office 
Employees Working on the Same Type Job as that Held by Individuals in 
the Participating Sample, Arranged in Total-Gffice-Population Classes 
as Reported in Table 13 
Classification by iNumber employed on same type of job as individual re-i 
total number of ~porting ~ 
office workers ! : : : : : : : : : :aver: No re- : 
employed ~ 1 E 2 E 3 E 4 ~ 5 ~ 6 ~ 7 E 8 ~ 9 E 10~ 10 ~ sponse ~ Total 
. . . . . . . . . ., . . 
. . .. . . . . . .. . . . 
Up to 10 : 97: 33: 9: 5: 2: 1: - : 1 : - : - : - : 19 : 167 
11 t 0 25 : 14 : 11 : 16 : 9 : 4 : 5 : 1 : 2 : 2 : - : - : 1 0 : 7 4 
26 t 0 50 : 7: 1: 6: 4: 3: 4: 2 : - : - : 4 : 7 : 1 : 39 
51 t 0 1 00 : 3 : 3 : 2 : 6 : 5 : 1 : 1 : 1 : 1 : 1 : 1 0 : 2 : 36 
101 to 150 : 2: 2: 1: 3: -: -: 2 : 1 : 1 : - : 7 : 2 : 21 
151 to 250 : 3: -: -: 2: -: -: - : 2 : - : - : 6 : 3 : 16 
251 to 500 : 3: 1: 1: 2: 1: -: - : - : - : - : 7 : 5 : 20 
501 to 1, 000 : 1: 1: -: -: 1: 1: - ·· : - : - : - : 5 : 3 : 12 
Over 1,000 : 1: -: -: 1: -: 1: - : l : - : - : 9 : 5 : 18 
. . . .. . . . . . . . .. 
. . . .. .. . . . . . . .. 
. . . . . . . . . . 
. . . . . . . . . . 
Total :131: 52: 35: 32: 16: 13: 6 : 8 : 4 : 5 : 51 : 50 : 403 
. . . . . . . . . 
. . . . . . . . . 
...... 
\..N 
1\) 
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according to the industrial activity in which they are 
engaged. The categories provided in the table follow con-
sistently the recently released publication of the Federal y 
Bureau of the Census. 
In twelve instances the Position Description Forms did 
not include indication of the product, although the industrial 
activity was given as "raanufacturing. 11 The Thomas Register 
_v 
of Manufacturers was consulted and the responses were 
classified according to the information obtmned from that 
source. The six responses listed in Table 15 as 11 Manufac-
turing--not specified," indicated manufacturing as the in-
dustrial activity, but gave no company name, and further 
information for classifying them was not available. 
Discussion: The principal interest to this study of an 
industrial classification is the variety of terminologies 
and job-knowledges implied for training purposes. 
Although the table shows a preponderance of this popu-
lation as being employed in the broad fields of manufactur-
ing and of professional and related services, the sub-groups 
show more specifically the variety of industrial fields in 
Y United States Department of Commerce, Bureau of the 
Census, 1950 Census of Population, Classified Index of 
Occupations and Industries, pages xv through xviii 
2/ Thomas' · Register of American Manufacturers, Thomas Pub-
lishing Company, N~w York, Vol. III, 37th Edition, 1947 
134 
Table 15. Industrial Activity of Organizations Employing 
458 Respondents, According to Major Industry 
Groups of the United States Census Bureau 
. 
. Sub- . . Major 
Industrial Classification : groups : Fields . 
. Num- : Num- Per 
. 
. ber : ber cent 
CONSTRUCTION 
MANUFACTURING 
Stone, clay, and glass products 6 
Metal Industries 21 
Machinery (electrical and other) 40 
Transportation equipment 9 
Photographic equipment 2 
Food and kindred products 14 
Textile mill products 13 
Paper and allied products 8 
Printing, publishing, and allied 
products 14 
Chemicals and allied products 13 
Petroleum and coal products 9 
Rubber products 2 
Miscellaneous manufqcturing 
industries 3 
Manufacturing--not specified 6 
TRANSPORTATION, COMMUNICATION, 
PUBLIC UTILITIES 
WHOLESALE AND RETAIL TRADE 
FINANCE, INSURANCE, AND REAL ESTATE 
Banking and Finance 
Insurance 
BUSINESS AND REPAIRS, PERSONAL ENTER-
TRINMENT AND RECREATION SERVICES 
PROFESSIONAL AND RELATED SERVICES 
Medical and other health 
Legal services 
Educational services 
Welfare and religious services 
Nonprofit and membership organiza-
tions 
16 
39 
27 
27 
52 
17 
7 
{Concluded on next page) 
5 
160 
18 
33 
55 
30 
130 
1 
35 
4 
7 
12 
7 
28 
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Table 15. (Concluded) 
. Sub- . Major . . 
Industrial Classification . grOUQS . Fields . . 
. Num- . Num- Per . . 
. ber . ber cent . . 
PUBLIC ADMINISTRATION 27 6 
Federal public administration 14 
State, county, and local public 
administration 13 
Total 458 100 
which this population findsemployment. These have been 
arranged in Table 16, in rank order according to the percent-
age of the total group reporting this information. 
Table 16. Rank Order Percentagewise of Industry Sub-Groups 
Employing 458 Respondents 
. 
. 
. 
. Industrial Classification 
by Sub-groups : Number : & ; 
Educational Services 
Manufacturing--Machinery (electrical and : 
other) 
Insurance 
Wholesale and Retail Trade 
Medical and other health (hospitals) 
Legal Services 
Manufacturing--Metal industries 
Transportation, Communication and Public 
Utilities 
Welfare and Religious Services 
. 
. 
. 
. 
Banking and Finance · 
Manufacturing--Food and kindred products : 
Manufacturing--Printing, publishing and 
allied products 
. 
. 
(Concluded on next page) 
52 
40 
39 
33 
27 
27 
21 
18 
17 
16 
14 
14 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
. 
Per cent 
11.4 
9.0 
8.5 
7.0 
6.0 
6.0 
4.6 
4.0 
3.7 
3.5 
3.0 
3.0 
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Table 16. (concluded) 
Industrial Classification . . . . 
by Sub-groups . Number . Per cent . . 
. . 
. . 
Public Administration--Federal Govern- . . . . 
ment . 14 . 3.0 . . 
Public Administration--State, Local 13 . 2.8 . 
Manufacturing--Textile Mill Products : 13 . 2.8 . 
Manufacturing--Transportation equipment: 9 2.0 
Manufacturing--Petroleum and. coal . . 
products . 9 . 2.0 . . 
Manufacturing- - Paper and allied product: 8 . 1.7 . 
All others--1% or less in each group . 74 . 16.0 . . 
. . 
. . 
. . 
. . 
Total 458 . 100.0 . 
Job .Identification Items 
Item 8 requested the ~ob title as it appears on the payroll. 
Data: A report on the payroll job titles given by those 
participants employed on office jobs is postponed to the 
report of data given in response to item 10 of the inquiry 
form, which was written to supplement the payroll titles. 
This information is reported on pages 
Job title information reported by individuals engaged 
in other than clerical office occupations is represented in 
Table 17. 
Discussion: In some instances the people in other than 
office occupations indicated that they had trained for office 
occupations originally, but had since gone into other indus-
trial fields. The names of others in this group, however, 
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may have been included in the original school lists inadver-
tently. This reference may be especially true of those indi-
cating the teaching profession, as the secretarial students 
and the business education teacher trainees are commonly 
enrolled together in professional skill courses in schools 
offering both curriculums. 
Table 17. Job Titles or Descriptions Reported by Forty-
Item 
Number 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
nine Persons Engaged in Other than Clerical Office 
Occupations 
Case 
Number 
455 
457 
458 
459 
462 
463 
464 
465 
466 
467 
469 
472 
473 
476 
477 
478 
479 
480 
481 
482 
483 
484 
485 
486 
487 
Job Title or Description 
Social Worker 
Salesman 
Junior Welfare Investigator 
Postal Transportation Clerk, Grade I 
Service Representative (Bell Telephone Co.) 
" " · ( N 1 E. Te 1 & Te 1 Co. ) 
Sales Promotion Work 
Dental Hygienist 
United States Navy 
"Non-office work in medical field" 
Technician--"Absolutely no clerical duties" 
Part-time proofreading 
Clinical investigation 
Stewardess--American Airlines 
Air Stewardess-Trans World Airlines 
Demonstrator and Teacher of Varityper 
Teacher--Head, Business and English Depts 
11 Commercial subjects 
11 Commercial 
II 
II 
II 
II 
II 
II 
II 
II 
II 
(no further information given) 
Secondary School 
Commercial (Private School) 
(Concluded on next page) 
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Table 17. (Concluded) 
I tem Ca se 
Number Number 
26 488 
27 489 
28 490 
29 491 
30 492 
31 493 
32 494 
33 495 
34 496 
35 497 
36 498 
37 499 
38 500 
39 501 
40 502 
41 508 
42 577 
43 732 
44 733 
45 735 
46 736 
47 737 
48 738 
49 739 
Job Title or Description 
Teacher--Commercial (Private School) 
Instructor--Business Department (Private School) 
Teacher-- Secondary School 
11 (no further information given) 
Commercial Instructor 
Commercial Teacher (Sec ondary School) 
Teacher (Secondary School) 
11 (no further informati_on given) 
II II II II II 
Instructor of Business Education (Secondary) 
Teacher (E l ementary) 
11 (Publ ic School) 
Shorthand Dictation Teacher (Private School) 
Teacher--Business 
In structor--Driver Training 
Commercial Teacher 
Registered Nurse 
"Not a secretarial major in school" 
Assistant County Club Agent, State Extens ion 
Service 
Assistant to Employment Supervisor (Retail 
Store) 
Assistant Home Demon stration Agent 
Art Supervisor 
Teacher- -Art (Public Schools) 
Assistant Buyer (Department Store} 
-----
------------------------------------------· 
Item 9 requested the Dictionary Title and the Dictionary Code 
for t he jobs held by responding individuals, if these United 
State s Department of Labor terms were in use in the employing 
organi zations. 
Data: This item was completed in only ten instances, and the 
information given is presented in Table 18. 
Discussi o~: There i s no s ignificance in these responses to 
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this item. The Dictionary of Occupational Titles lists: 
Secretaries, Code No. 1-33.01, and Stenographers and Typists, 
~ 
Code No. 1-37.12. The title "Employment Clerk" is listed, 
with 11 Employment Interviewer" as an altern ate title, and the 
~ 
Dictionary Code No. 1-18.31. 
Table 18. Information Given by Ten Respondents to the 
Request for the United States Department of 
Labor Dictionary Title and Code as Applied in 
Employing Organizations 
Item Case Title information Code number number information 
1 15 "Not used" 
2 39 "Not applicable" "Not applicable" 
3 54 ·"Secretary" 
4 127 "Secretary" 
5 143 "Not applicable" ""Not applicable" 
6 195 "Legal Secretary" 
7 259 "Clerk-Typist" "GS-322-3" 
8 301 "Could not get information" 
9 366 "Clerk-Stenographer" 
10 447 "Employment Interviewer" "Grade I" 
Item 10 requested information to supplement the payroll job 
title reported in item 8. The content was as follows: 
TABLE I Job Category If this job is admittedly in one 
category, that of Stenographer for 
example, but you relieve in some 
other activity sometimes, check 
!/ Dictionary of Occupational Titles, Vol. II, Occupational 
Classification and Industry Index, Second Edition, March, 
1949, prepared by the Division of Occupational Analysis, 
United States Employment Service, Federal Security Agency, 
Social Security Administration, United States Government, 
Washington, D. C., pages 47 and 48 
~Ibid., page 42 
TABLE II Grade 
TABLE I 
Receptionist 
Messenger 
Te l ephone Operator 
Mail Clerk 
File Clerk 
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only Stenographer. There is provi-
sion later for recording the other 
activities which you are called on 
to do during part of your time. If, 
however, your time on this job is 
definitely divided among several 
major categories , indicate by check-
ing those categories which apply . 
If, in this office, there is an 
established grade for this job, 
indicate on the line to the right 
of the category checked in TABLE I, 
by checking in the box representing 
the level. If there are grades other 
than thos~ listed, indicate on the 
line at t he extreme right , the term 
established in your office describ-
ing the level of activity of your 
job. If no grading system exists in 
this office, disregard this table. 
TABLE II 
lst 2nd 3rd 
Chief Grade Grade Grade Other 
.. 
•..:.-..-
. . . . . 
. . • . . 
-. . . . 
. . • . 
--. . . . . 
• • . . • 
-. . . . 
. . . • 
Record Keeper ~ Manual) :=.: - - 4 -:·- . . . • 
Record Keeper Machine): : . . . . . . 
Bookkeeper ~Manual) ::::: . : . . . . . 
Bookkeeper Machine) : ___ : . • . • 
General Typist . . . . . . 
-
. . • . 
Statistical Typist . .. . . . . 
-
. . . 
Stenographer . . . • 
-
. . 
Secretary . . . . • . 
-
• • . . 
other: . : . . . . . . • 
- -
Data: On the basis of the jobs r eviewed, job Series 'titles 
were established as follows: Secretarial Series, Stenog-
raphic Series; Clerk and Typist Series ; Bookkeeper Series; 
and a Pl.iscellaneous gr oup incorporating those jqbs which 
141 
could not logically be allocated to any of the other series. 
Table 19 shows the numbers of cases assigned to each of the 
five groups. 
Table 19. Allocation to Job Series of 473 
Responses on the Basis of Supple-
mented Payroll Job Titles 
Series ;,. J ob.s~~eported on Series Titles . Number Number Per cent 
(1 Secretary 303 64 
~~ Stenographer 89 19 Bookkeeper . 21 4.5 . Clerk and Typist 20 4.5 (5 Miscellaneous Group . 40 8 • 
. 
. 
Total . 473 100 • 
. 
. 
Allocation of individual Position Description Forms 
to the respective series was made on the basis of a care-
ful examination of: a) the p'ayroll Yob t·i tle given in 
response to item 8; b) the categories of activity checked 
in l'able I, t:tem 10; c) performance on the job as indi-
cated by tasks checked in the Duty Check List. 
Principles established for making this allocation of 
the responses were the following: 
1. If the responses to i tem 8 and .ttem 10 consistent! y 
indicated a particular series, the allocation was a straight-
forward one. 
142 
2. If the payroll j.ob title reported a title typical 
of one series, that of Stenographer, for example, and the 
job activity checked in Item 10 indicated a different series, 
that of Secretary, for example, allocation of the response 
hinged on an examination of the actual duties performed on 
the job. If the job activity was predominantly stenographic 
from the standpoint of tasks checked and time given to them, 
the position was assigned to the Stenographic Series in 
accordance with the .payroll ,~ob title. If, however, an 
examination of the duties performed indicated greater activity 
in the secretarial tasks and less in the stenographic area, 
the case was allocated to the Secretarial Series, even 
though the .payroll Job .title was that of Stenographer. If, 
through this first analysis, it was not possible to make a 
distinction on the basis of data or of technical judgment, 
the position was allocated t .o the .higher series. 
3. Where compound payroll titles were given, the re-
sponses were placed in the job series representing the 
higher bracket mentioned. For example, responses carrying 
the job title of Secretary-Stenographer were allocated to 
the Secretar*al Series, and responses carrying the job title 
Stenographer-Clerk were allocated to the Stenographic Series. 
4. If no payroll title was given in response to .item 8, 
the allocation was made on the basis of the categories checked 
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in Item 10 and the tasks checked in the Duty Check List. 
In no instance was there an absence of data for both item 8 
and item 10, when performance on the job, according to the 
Duty Check List, indicated -that the position should logically 
be placed in one of the clerical series established. 
5. If the payroll Job ~itle did not clearly describe 
the nature of the position according to categories checked 
in rtem 10, and the tasks checked in the Duty Check List, 
allocation was made on the basis of the last two criteria, 
rather than on the strength of the payroll jfob title. An 
example of this situation is encountered in the allocation 
of case number 252 • . The employing organization was in the 
transportation industry. The .payroll .Job 'title given was 
"Ticket Agent." Following the :payroll ,Job 'title, the 
respondent had written, "For purpose of higher salary on! y." 
In Item 10 the secretarial activity was the only one checked. 
The case was allocated to the Secretarial Series. 
Another example of this was case mumber 392. The pay-
roll title was "Accountant. " However, both the bookkeeping 
and the secretarial categories were checked in rtem 10 and 
an examination of the tasks performed indicated that the 
position actually should be allocated to the Secretarial 
Series carrying the supplemented job title of Secretary-
Bookkeeper. 
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If, however, the payroll title was foreign to all four 
of the clerical series established, and information in 
i tem 10 and an examination of the tasks performed indicated 
that the position was outside the clerical constellation, 
the response was allocated to the miscellaneous group. 
Examples of this principle are found in the allocation of 
cases number 104 and 452. Case number 104 carried the pay-
roll title "Dental Assistant." The worker was engaged in 
a dental office. Supplementary information indicated large 
amounts of time devoted to specialized activity, and although 
tasks were checked in all areas of activity covered by the 
Duty Check List, the decision was made to alloca.te this 
position to the miscellaneous Sroup, it being an atypical 
case. Case tiumber 452 carried the payroll title "Assistant 
to the Record Librarian." The tasks checked on this re-
sponse were confined to the :filing function, and on the 
basis of this information it was impossible to allocate it 
to any one of the four clerical series involved. 
§/ 
The Classified Index of Occupations and Industries 
was referred to in making the other allocations to the 
E/ Bureau of the Census, United States Department of 
Commerce, 1950 Census Population, Classified Index of 
Occupations and Industries, Wasfiington, 1950 
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miscellaneous ~roup when the payroll titles were found to be 
in other than the clerical hierarchy. Although some clerical 
tasks were performed on these positions, the over-all view of 
the jobs placed them outside the clerical series. 
Tables 20 (1), (2), (3), (4), and (5), on the follow-
ing pages list the positions as allocated to these series. 
The .payroll Job titles are given as they were reported in 
response to Item B. 
Discussion: The allocation of positions as it occurs in 
Table 20 serves a two-fold purpose. The organization into 
series facilitates the presentation of the data g~thered on 
,payroll job titles and the more specific areas of activity 
in which the worker performed on the job. It is intended 
that this allocation will also serve later in the .position-
classification procedure used in the analysis of the Duty 
Check List data. 
Although this allocation should be regarded as a 
flexible one, with nothing final implied, every attempt was 
made to place the positions in the job series which most 
closely described them. 
Information gathered in response to Table II of . ~tern 10, 
indicating &-ade or level of work , W~i'L ~ppild;ed in connection 
with allocating the positions to levels within the broad 
series in the .Posi tion- :.classification procedure. 
Table 20. Allocation of the Positions Held by 473 Respondents Engaged on Office 
Jobs, According to Payroll Job Titles and Categories of Job Activity, as 
Reported in Response to Item 8 and I tem 10, Table I, respectively , on 
Page 2 of the Position Description Form 
Number 
of 
Cases 
2 
1 
1 
1 
2 
6 
1 
1 
1 
2 
43 
7 
7 
4 
1 
1 
4 
3 
15 
1 
{1) Secretarial Series 
Payroll Job Title 
Office Manager 
Secretary- Correspondent 
Assistant Secretary of Corporation 
Central New England District Sec. 
Administrative Secretary 
Executive Secretary 
Executive Assistant 
Assistant to ViGe President 
. 
: Categories of Activity 
·~----------~------------~~~~~~ 
. 
. 
. 
• 
. 
. 
1 : 2: 3 : 4: 5_:_6_: 7_ :_B__;_9 :10:11 : 12:13 
. . . . . . . . . . . . 
. . . . . . . . . . . . 
• . . . . . : 1 : . . . . . . 
. . . . . . 
• . . . . • 
: 1 : . . . : 1 : : 1 : . . . 
. . . 
• . . 
. . . . . . . . . 
. . . . . . . . . 
. . . . . . . . . . . . 
. . . . . . • • . . . . 
. . . . . . . . . . 
. . . . . . . . . . 
. . . . . . . . . . .. 
. . . . . . . . . . . 
Secretarial Assistant to Supervisor : . . . . . . . . . . . . . . . . . . . . . . 
(No response to Item 10 on one): 
2 
l 
1 
1 
2 
6 
1 
1 
1 
1 Assistant to stated executive . . 
*Secretary to stated administrat or or: . . . . . . . . . . . . 
executive : 4 : . . : 1 : : 1 : . 
-Private Secretary . . . . . . . . • . . . • . 
**Secretary to stated departments : 2 : 2 : 1 : 2 : 1 : 2 : 
Senior Secretary . . . . . . . . 
Secretary--Class A . . . . . . . • • . . . . . Secretary B . . . . . . . . . . . . . . 
Secretary I . . . . . . . . . . . . . . 
Secretary II . . . . . . . . . . . . . . 
Medical Secretary : 9 : 1 : 2 : 3 : 4 : 6 : 
Medical Secretary and Assistant 
Record Librarian 
(Continued on next page) 
. . 
. . 
. . . . 
. . . . 
. . 
. . 
: 1 : : 1 : 
. 
. 
. . . . 
. . . . 
. 
. 
. . 
. . 
: 6 : 
. 
. 
. 
. 
. 
. 
3:43 
; 7 
2: 7 
4 
l 
1 
4 
3 
3:15 
: 1 
1-' 
~ 
Table 20. (Continued) 
(1) Secretarial Series- - sontinued 
Number • Categories of Activity of Payroll Job Title . . 
Cases : l : 2: ~: ~: ~ : Q : 1 : 6 : 9 :10 :11:12 :13 
1 X- Rar Medical Secretary : 1: . . . . . . . . . . . 1 • . . . . . . . . . . 3 Lega Secr etary . . . . . . . . . . . . . 3 . . . . . . . . . . . . . 
1 Head Secretary : 1: : 1: 1: 1: 1: : 1: : 1: 1: 1: 1 
131 Secretary :21: 8:11: 12: 14: 9: 1 : 11 : 2 : 6: 4 : 14:131 
2 General Secretary . . • . . . . . . . . . . 2 . . . . . . . . . . . . . 
1 Off ice Secretary : 1: . . : 1 : 1 : : 1: : 1 : : 1: 1 . . 
1 Church Secretary : 1: 1: . : 1 : 1 : . . : 1: : 1: 1 . . . 
1 Secretari~l Assistant .:. 1: : 1: 1 : 1: . . . . . : 1 : 1 . • • . . 1 Departmental Assistant . . . . . . . . . . . . . 1 . . . . . . . . . . . . . 
3 Assistant in the Offi ce . : 1 : : 1: : 1: 1 : . . . . : 1 : 3 • . . . 3 Juni or Secretary : 1: : 1: 1: 1: 1: . . . . . . 3 . . . . . • 6 Stenographer- Secretary . . . . . . . . . . . : 4: 6 • . . . . . . . . . . 8 Stenographer : 1 : : 1: 1: 1 : 1: . . . . : 2 : 8 . . . . 
1 Stenographer- 9 . . . . . . . . . . . . . 1 . . . . . . . . . . . • . 1 Senior Stenographer . . . . . . . . . . . . . 1 . . . . . . . . . . . . . 
1 Stenographer I I . . . . . . . . . . . . . 1 . . . . . • . . . . • . . 1 Stenographer--Class B . . . . . . . : 1: . . . . 1 . . . . . . . . . . • 1 Secretary- Stenographer- Typist . . . . . . . . . : 1: : 1: 1 . . . . . . . . . 
4 Secretary- Recepti onist : 4: : 1: . . . . . . : 1: 1: 4 . . . • . . 1 Assistant Secretary-Recepti onist : 1: . . . . . . . . . . . 1 . . . . . . . . . . . 
4 Secretary- gookkeeper : 3: : 1 : 1 : 1: 1: : 4 : : 3 : 1: . 4 . 
1 Training Supervisor (Sales Dept ) : 1: . . . . . . . . . . ' . 1 . • . . . . • • . . . 
1 Secretary and Billing Clerk . . . . : 1: . . . . . . . 1 . . . . . . . . . . . 
1 Secretary and General Office Worker : . . . . . . . . . . . . 1 . . . . . . . . . • . . 
{continued on next page ) 
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Table 20. (Continued) 
(1) Secretarial Series- -eoncluded 
Number • Categories of Activity of Payroll Job Titles . . 
Cases :1:2:3:4 : 5:6:7:8 :2: 10:11:12:13 
1 Secretary-Order Clerk . . . . . . . . . . . : 1: 1 . . . . . . . . . . . 
1 Junior Clerk, Secretary . . . . . . . . . . . . : 1 . . . . . . . . . . . . 
2 Clerk . . . . : 1: 1 : : 1: : 1: . : 2 . . . . . 
1 Clerk and Assistant Registrar of . . . . . . . . . . . . . . . . . . . . . . . . . . 
Voters : 1: . : 1: : 1: : 1: : 1: : 1: 1 . 
1 Clerical Employee . . . . . . . . . . . . . 1 . . . . . • . . . • . . . 
1 File Clerk . : 1: : 1: 1 : 1: . . . . . . 1 . • . . . . . 
1 Foreign Service Clerk . . . . . . . . . . . . . 1 . . . . . . . . . . . . . 
1 Accountant . . . . . . . : 1: . . . . 1 . . . . • . . . . . . 
1 Policy Underwriter and General Clerk: . . . . . . . . . . . . 1 . . . . . . . . . . . . 
1 Ticket Agent . . . . . . . . . . . . . 1 . . . . . . . • . . . . . 
1 Work Group Clerk . . . . . . . . . . . . . 1 . . . . . . . . . . . . . 
8 Payroll Job Title not given : 1: 1: . . . . : 2: : 2: : 1 : 8 . . . . 
. . . . . . . . . . . . 
• . • . . . . . . . . . 
. . . . . . . . . . . . 
. . . . . . . . . . . . 
303 Total :56:14:21:25:30:29: 1:32: 2:18: 7:36:302 
. . . . 
. . . . 
* Included: President; Executive Director; Director; Vice President; Vice President 
and General Sales Manager; Manager; General Manager of Sales; Sales Engineering 
Manager; Assistant General Sales Manager; Assistant Advertising Manager; Credit 
Manager; Production Manager; Import Manager; Plant Manager; Supervisor of Retail 
Personnel; Purchasing Agent and Office Manager; Manager, New York Office; District 
Manager; Director of District Sales; Personnel Manager; Program Producer; Laborat ory 
Director; Dean; Assistant Dean; Principal; Registrar; Staff Engineer; Credit and 
Collection Manager; Editor; and several others gave the name of the individual 
executive, but not the title. 
** Included: Credit, Personnelt Researcht Artt Physiologyt and Biostatistics Depart- ~ 
ments; Medical and Surgical Staff ~ 
(Continued on next page) 
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Tabl e 20. (Continued) 
(2) Stenographic Series 
Number 
of Payroll Job Title 
Cases 
1 Stenographer- Estimator 
1 Head, Stenographic Department 
1 Supervisor--Stenographic Department 
1 Assistant Supervisor- - Stenographic 
Department 
1 Assistant in the Office 
1 Stenographer Grade III 
3 Stenographer Grade II 
3 Senior Stenographer 
2 Lega l Stenographer 
44 Stenographer 
1 Junior University Assistant 
3 Junior Stenographer 
3 Dictaphone-Ediphone Operator 
1 Stenographer- Receptionist 
2 Stenographer-Bookkeeper 
2 Stenographer- Cashier 
1 Stenographer- Typist 
1 Stenographer- General Office Worker 
14 Stenographer- Clerk 
1 Junior Clerk- Stenographer 
1 Clerk 
1 Secretarial Trainee 
. Categories of Activity . 
. 
: 1 : 2 : 3 : 4 : 5 : 6 : 7 : 8 : 9 :10: 11:12: 13 
. . . . . . . . . . . . . 
. . . . . . . . . . . . . 
. . . . . . . . . . . : 1: . . . . . . . . . . . 
. . . . . . . . . . . : 1: . . . . . . . . . . . 
. . . . . . . . . . . 
. . . . . . . . . . . 
. . . . . : 1 : . . :1:1:1: . . . o I . . . 
. . . . . : 1 : . . . . : 1: . . . . . . . . . 
. . . . . . . . . . . : 1: . . • . . . . • . . . 
. . . . . . . . . . . : 3: . . . . . . . . . . . 
: 1 : . . . . . . . . . : 3: . . . . . . . . . 
. . . . . . . . . . . : 2: . . . . . . . . . . . 
: 1 ~ .: . : 2 : 3 : 2 : 1 : . : 2 : :43: . . 
. . . . . . . . . . . : 1: . • . . . . . . . . . 
: 1 : 1 : : 1 : . . . . . : 1 : 3: . . . . . 
. . . . . . . . . : 1 : : 2: . . . . . . . . . 
: 1 : : 1 : : 1 : . . . : 1 : : 1: . . . 
. . . . . : 2 : : 1 : . . : 2: . . . . . . . 
: 1 : . : 1 : 1 : 2 : : 1 : : 1 : 1 : 2: . 
. . . . . . . . . . . : 1: . . . . . . . . . . . 
: 1 : : 1 : 1 : 1 : . . . : 1 : : 1: . . . 
: 3 : . :2:3:5: : 1 : . . :14: . . . 
. . . . . . . . . . . : 1: . . . . . . . . . . . 
. . . : 1 : . . . . . . : 1 : . . . . . . . . . 
. . . : 1 : . . . . : 1 : : 1 : . . . . . • . 
. . 
. . 
. . . . . . . . . . . . 
. . . . . . . . . . . . 
1 
1 
1 
4 
1 
6 
89 Total 9 : 1 : 2 : 9 : 9 : 13: 1 : 3 : - : 8 : 3 :86 : 14 
(Continued on next page) 
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Table 20. (Continued) 
Number 
or 
Cases 
1 
1 
1 
1 
1 
1 
10 
1 
3 
1 
21 
(3) Bookkeeper Series 
Payroll Job Title 
Semi-Senior Accountant 
Accounting Clerk 
Bookkeeper--Secretary--Treasurer 
Head Bookkeeper 
Chief Bookkeeper 
Senior Bookkeeper--A 
Bookkeeper 
Elliott Fisher Bookkeeper Operator 
Assistant Bookkeeper 
. Categories of Activity 
;~1~:~2-:_3 __ :_4 __ :~5-:_6 __ :_7_:_. _8_:_9-~:1~0~:~1~1-:~12~:~1-3--
. 
. 
. . 
. . 
(No 
. . 
. . 
: 1 : 
. . . . . . . 
. . . . . . . 
. . . . . . 1 . . . . . . . . . . . . . . . . 
categories checked) 
. . . . . . 1 . . . . . . . . 
. 1 . . . 
. . . . . . 1 . . . . . . . . 
: : : : : : 1 : : : : : 
: 1 : 1 : 2 : 2 : 1 : 9 : 3 : 3 : 1 : 2 : 3 
: : : : : : : : :1: : : : 
:1: . :1: : : : :3: : : :1:1 
: (No categories checked on one): 
Assistant Bookkeeper--Accounts Payable: : : : : : : : 1 : 
Total 
. . . 
. . . 
. 
. 
. . 
. . 
. 
. 
. . . . . . . . . . . . . 
. . . . . . . . . . . . . 
: 2 : - : 2 : 1 : 2 : 2 : 1 : 18: 4 : 3 : 1 : 3 : 4 
. . . . . . .. 
. . . . . . . 
(Continued on next page) 1--' 
V1 
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Table 20. (Continued) 
(4) Clerk and Typist Series 
Number • · f A · · 
or Payroll Job Title : CategorJ.es o ct1v1ty 
Cases : 1 : 2 : 3 : 4 : 5 : 6 : 7 : 8 : 9 :10:11:12:-13 
. . . . . . 
. . . . . . 
1 Appointment Clerk, Cashier, Switchboard: .:. : : : : : : 
operator : 1 : : 1 : : : 1 : 1 : : : 
1 Appointment and Status Clerk ~ : (No categories checked) : 
1 Branch Manager's Clerk : : : 1 : 1 : : 1 : : : : 1 : : 
4 Clerk : 2 : : 1 : 1 : 2 : 3 : : 1 : : 1 : 1 : 3 : 1 
1 Clerk B · : : : : : : 1 : : 1 : : 
1 Clerk Supervisory--Group Accounting : : (No categories checked) 
Division 
1 Clerk (New York Pay-roll) : : 11 " 11 
1 Collection and Discount Clerk : : 11 11 11 
1 Senior Clerk (In charge of claims) : : : : : : : : : : : : : 1 
1 Senior Clerk-Typist : 1: : : : : : : : : : : : 1 
1 Junior Clerk-Typist : : : : : : : : : : 1 : : 
3 C1e;:k and Typist : 1 : : : : 1 : 2 : : 1 : : 1 : 1 : : 2 
1 Typ~ s t : : : : : : : : : . : 1 : 
1 Principal Clerk : : : : : : 1 : : : : 
1 Wheeldex Operator (Intermediate Clerk) : : (No categories checked) 
. . . .. . . . . . . . . . 
. . . . . . . . .. . . . . 
. . . . . . . . . . . . 
. . . . . . . . . . . . 
20 Total : 5 : - : 3 : 2: 3 : 9 : 1 : 3 : - : 5 : 2: 3: 5 
. . . . . . . . . . . 
. . . . . . . . . . . 
(Concluded on next page) 1--' \J1 
1--' 
Table 20. (Concluded) 
(5) Miscellaneous Group 
Payroll Job Title Categories of Activity 
Number 
or 
Cases 1:2:3:4:5:6: ]: :8: 9:10:11:12:13 
1 
1 
1 
1 
1 
1 
Assistant Cashier 
Assistant to the Record Librarian 
Automobile Insurance Adjustor 
Checker 
Claims Examiner 
Control Manager, Office Manager, 
Personnel Director 
Correspondent 
Court Stenographer 
Debit Manager 
. . 
. . 
. . 
. . 
. . 
. . 
. . 
. . 
. . 
. . 
and . . . . 
. . 
. . 
: 1 : 
: · . . 
. . 
. . 
(No categories checked) . . 
1 II II II . 
. 
" 
II II 
II II II 
II II 
" 
II II II 
. : 1 : 1 : . . . : 1 : . . . . 
. . . . . . . . 
. . . . . . . . 
(No categories checked) 
. 
. 
. 
. 
1 : 
. 
. 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
Dental Assistant : 1 : 1 : 1 : 1 : 1 : 1' : : 1 : : 1. : 1 : 1 
Drafter 
Interviewer Grade I 
lv\anaging Editor 
New York Publ i city--Writer B 
Policy Renewal 
Research Associate 
Sales Production Engineer 
Service Representative 
Switchboard Operator 
Title Examiner 
Underwriter 
lS* No payroll title given 
. . (No categories checked) . . 
. . II II II 
. . 
. . II II II 
. . 
. . II II ,, 
. . 
. . . . . . . . . . 
. . . . . . . . . . 
. . (No categories checked) . . 
. . II II II 
. . 
: 1 : . . . : 1 : : 1 : . . . 
: 1 : 1 : . . . . . . . . . . . . . . 
. . 
. . 
. • . 
. . . 
. . 
(No categories checked) 
. 
. 
II 
II 
II 
11 
. 
. 
II 
II 
. 
. 
. . 
. . 
. . 
. . 
: 1 : 
. . 
. . 
. . 
. . 
. . 
. . 
. 
. 
. 
. 
. . . . . . . . . . . . . 
. . . . . . . . . . . . . 
1 
40 Total : 4 : 2 : 1 : 2 : 2 : 2 : - : 2 : - : 2 : 1 : 2 : 2 
. . 
. . 
. 
. 
*Among these were responses in which the Duty Check List was not completed, and 
explanations accompanied them stating that the nature of the job did not adapt 
to the inquiry form. 
. 
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Promotional pattern .items 
lle.m l.l requested the length of time employed on the present 
job in terms of years and months. 
Item 12 requested the length of time employed in the present 
organization in terms of years and months. 
l1gffi 13 requested indication of occupation prior to the 
present job, that is, whether the individual came to the 
job directly from school, from another job with the present 
employer, from a job with another employer, or from a period 
of unemployment. 
Item 14 requested the payroll Job ·titles of jobs held prior 
to the present job and since leaving school, and the length 
of time on each job, in terms of years and months, the items 
to be listed in order of recency. 
Data: Where all four items were completed the time element 
afforded corroboration of the job turnover pattern since 
the last year of school attendance indicated in the response. 
From these items it was possible to determine the following: 
(a) The number of jobs held by an individual since 
leaving school. 
(b) The number of jobs held with the present employer. 
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(c) The number of individuals whose entire work experi-
ence since school had been with no more than two employers. 
(d) Time out of the job-market prior to engagement 
by the present employer. 
Table 21 is a composite of the information gathered 
in response to these items. The data is presented accord-
ing to the number of the job currently held and by class-
year last enrolled. Also indicated is information as to 
whether the participant came to the job from school , from 
another job in the same company, from a job in another 
company, or from a period of unemployment. In no instance 
did a respondent report having held more than five j obs 
since leaving school. 
Table 21. Number of Individuals Currently Working on 
First, Second, Third, Fourth, and Fifth Jobs, 
According to Last Year of School enrollment 
Last year 
of school 
enroll-
ment 
1944 
1945 
1946 
1947 
1948 
1949 
Total 
and Occupation Immediately Prior to the Present 
Job as reported by 446 Participants. 
(a) First Position 
Came to this job from: 
Another A job in Not em-job, same another ployed 
School comgany company prior Total 
5 5 
7 1 8 
14 1 15 
23 3 26 
46 2 48 
97 5 102 
192 12 204 
(continued on next page) 
Table 21. (Continued) 
Last year 
of school 
enroll-
ment 
1944 
1945 
1946 
1947 
1948 
1949 
Total 
Last year 
of school 
enroll-
ment • 
1944 
1945 
1946 
1947 
1948 
1949 
Total 
Last year 
of school 
enroll-
ment 
1944 
1945 
1946 
1947 
1948 
1949 
Total 
(b) Second Position 
Came to this job from: 
Another A job in 
job, same another 
School company company 
1 
6 
8 
6 
19 
13 
53 
1 
9 
18 
19 
21 
20 
88 
(c) Third Position 
Came to this job from: 
Another A job in 
job, same another 
School company company 
1 
5 
8 
7 
1 
1 
23 
12 
6 
12 
10 
6 
46 
(d) Fourth Position 
Came to this job from: 
Another A job in 
job, same another 
School company company 
1 
3 
3 
7 
4 
4 
1 
1 
1 
11 
Not em-
ployed 
prio:t: 
2 
2 
Not em-
ployed 
prior 
2 
2 
Not em-
ployed 
prior 
1 
1 
(concluded on next page) 
Total 
2 
15 
26 
25 
42 
33 
143 
Total 
1 
17 
14 
21 
11 
7 
71 
Total 
6 
7 
4 
1 
1 
19 
155 
Table 21. (concluded) 
(3) Fifth Position 
Last year Came to this job from: 
of school Another A job in 
enroll- job, same another 
m __ e_n_t ________ S_c_h_ool compaQZ_ company 
1944 
1945 
1946 
1947 
1948 
1949 
Total 
Recapitulation: 
1 
2 
3 
3 
1 
2 
6 
Last year Number position currently 
of school 
enrollment First Se-cond Third Fourth 
194.l~ 5 2 1 
1945 8 15 17 6 
1946 15 26 14 7 
1947 26 25 21 4 
1948 48 42 11 1 
1949 102 33 7 1 
Total 204 143 71 19 
Not em-
ployed 
prior 
held 
Fifth 
4 
3 
2 
9 
Total 
4 
3 
2 
9 
Total 
8 
50 
65 
78 
102 
143 
446 
156 
Discussion: This reveals the group predominantly on the first 
and second positions. Further analysis shows 370 persons, 83 
per cent of the 446 reporting this information, having had 
either one or two employers during their work experience since 
school. or the 446 reporting, 257, 58 per cent of the group, had 
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been employed by one organization, and 113, 2.5 _'per - cent, 
employed by two organizations. Table 22 abstracts the 
data from Table 21 to illustrate this. 
Table 22. Job Turnover and Employer Turnover as Reported 
by 370 Respondents Having Held Positions with · 
not More than Two Employers 
Last year 
of school Job and Employer Turnover 
enrollment (a)* jb) (c) (d) Total 
1944 5 1 1 1 8 
1945 8 6 9 5 28 
1946 15 8 18 8 49 
1947 26 : 6 1~ -:z 58 
1948 48 19 23 1 91 
1949 102 13 20 1 136 
Total 204 53 90 23 370 
* a One job only 
il Two jobs with one employer Two jobs with two employers Three jobs with two empl oyers 
Item 15 is discussed with the supplementary :descriptive 
items on page 159 . 
Item 16 requested inf ormation as to the promotional possi-
bilities open to the participants, in terms of payroll Job 
titles. 
Data: Table 23 presents the responses for the secretarial 
and stenographic groups according to the nature of the 
158 
response--whether or not promotional possibilities were 
indicated. The cases allocated to the other occupational 
groups were insufficient in number to provide a reliable 
basis for deduction. 
-.---. 
Table 23. Presence or Absence of Promotional Possibilities 
from Present Positions as Reported by 392 Parti-
cipants in the Secretarial Series and in the 
Stenographic Series 
Nature Secretaries Stenographers of the 
responses Number Per cent Number Per cent 
Promotional possibi-
120 lities reported 40 48 54 
11 None 11 reported 113 37 15 17 
No response made 70 23 26 29 
Total 303 100 89 100 
Discussion: Of the two groups reported, the secretaries 
reveal less evidence of promotional possibility from the 
jobs they currently hold, on the basis of the fact that 
fewer workers could give specific jobs to which they might 
be promoted, and a l arger percentage indicated that there 
was no position on a higher level to which they might go. 
Specific information as to the job titles given by 
these two groups is included in Appendix 12, pages 322-324. 
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The promotional possibilities indicated by the secretarial 
group take them out of the clerical office positions and 
into executive and administrative posts in large part. 
Supplementary descriptive ttems 
Item 15 requested the number of executives or supervisors 
to whom the worker was responsible. 
Data: Tabulation of the responses to this item brought 
the following information: 
Responsible to ~ executive 275 58, per cent 
II 11 two executives 110 23 
II 11 more. than two 66 14 
No information given 22 _5_ 
Total 473 100 per cent 
Item 17 requested daily and weekly working hours. 
Data: Table 24 presents this information for thoserespond-
ing, and Table 25 reports data gathered concerning practices 
i n t he allowance of rest periods. Data in Table 25 was 
taken from the time summary cnart on the last page of the 
Position Description Form. 
Table 24. Established Working Hours 
per week in the Employing 
Organizations 
Hours per 
Wee!< 
30 up to 35 
35 up to 40 
40 
No response 
Total 
Number of Workers 
Report ·i ng 
8 
231 
160 
74 
473 
• 
Table 25. Practices with Regard to 
Allowance of Rest Periods in 
the Employing Organizations 
Hours per Number of Workers 
Week Reporting 
Less than one 2 
One to two 95 
Two to three 81 
Three to.five 11 
Five to six 29 
"Uncontrol led " 20 
No response --------1~6~3~-----------
Total 473 
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Item 18 requested indication of the age group to which the 
individual belonged at the nearest birthday. 
Dat~: Tabulated responses to this item are revealed in 
Table 26. 
Table 26. Allocation of Office Job 
Workers According to Age 
Group 
Age Group Number 
20 years of age or under 61 
21 II II II to 25 325 
26 II II II to 30 59 
31 II II II or over r_8 
No response 20 
Total 473 
16 1 
Discussion: There is nothing especially critical in this 
i nformation. However , with the situation a common one today 
of women returning to the job- market after an interim of 
absence from it, there was the possibility that this study 
mi ght uncover information as to job level before and after 
the period out of employment , for those who had returned 
for refresher wor k. The number in this group, however, is 
negligible. 
Item 19 requested indication of the grade level of the last 
year of attendance in the secretarial studies curriculum. 
Data: There were thirty- nine persons who made no response 
to this question , and three responses were not used as it 
was impossible to determine just what the individuals in-
tended the responses to indicate. Table 27 shows the data 
gathered from the balance of the respondents employed on 
office jobs. The entries in this table are made according 
to the type of school attended for the last school- year. 
For example, of the thirty- six last attending the second 
year of s ecretarial ~chool, five had had one year of college 
and the second year of their attendance in this professional 
curriculum was in a secretarial school. The remaining 
thirty- one of this group had had two years ' training in a 
secretarial school. Of the three who indicated having last 
had a third year in secretarial school, the third year 
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• 
occurred after two years of college for two of these people, 
and the other individual indicated that she had remained in 
the secretarial school curriculum for a three-year period. 
Tabl e 27. Allocation of 431 Respondents According to Grade 
Level of the Last School Year and Type of School 
Attended 
Grade Level 
Type of School 1st 2nd 3rd 4th Grad. 
yr. yr. yr. yr. yr. Total 
Secretarial School 60 36 3 1 15 115 
Junior College 40 26 1 67 
College 7 26 4 193 19 249 
Total 107 88 7 195 34 421 
The one individual who reported the fourth - year of 
Bl~cretarial School as the last year in at·.:tendance, had 
completed three years of college and taken the fourth year 
of her training in the professional school. Fifteen indi-
cated a graduate year in secretarial school after complet-
ing four years of college. 
Of the Junior College group, forty indicated having 
completed the first year, and twenty-six the second year. 
Of the twenty-six completing the second year, two had had 
one year in college and had taken the second year of train-
ing in a Junior College. The · one individual indicating 
the fourth year of Junior College as the last year of school 
attended, had taken two years at a four-year college, and 
followed this with two years at a Junior College. 
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Of the seven indicating one year of college completed, 
six had bean enrolled in four-year degree colleges offering 
terminal ·. courses of less duration in secretarial studies. 
One had attended a four-year degree curriculum where 
terminal courses were not offered and appears to be a "drop-
out." 
Of the twenty-six indicating two years of college, 
all had attended one of the four co-operating schools which 
offer two-year terminal courses in the professional field. 
Of the four individuals indicating three years of 
college, three attended schools offering less- than-four-
year terminal courses. One of this group had attended a 
four-year degree curriculum where a shorter terminal course 
was not offered and appears to be a "drop- out." 
In further analysis of this data, Table 28 shows the 
total for each grade level, regardless of the type of 
school at tended, and indicates the percentage this repre-
sents of the total number reporting this information. Cumu-
lative percentages are also given to reveal the portion of 
the group having studied at the various grade levels. 
Discussion: This data shows the co-operating group to be 
divided closely between the four-year professional 
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secretarial curriculums offering a degree, and the two-year 
terminal secretarial curriculums. The former represent 53 per 
cent of the total co- operating population holding office 
j obs, and the latter, 47: per cent. 
Table 28. Total Numbers Attending Secre-
tarial Curr iculums at the Various 
Grade Levels, PErcentages and 
Cumulative Percentages 
Cumula-
Grade Level Number Per cent tive 
per cent 
First year 107 25 
Second year 88 20 45 
Third year 7 2 47 
Fourth year 105 45 92 
Graduate year 34 8 100 
Total 431 100 
Item 20 requested indication of subjects studied in school 
and useful on the job (Table I), and machines studied in 
school and useful on the job (Table II). Table II also 
provided for checking whether the machines used were ele c-
tric and/or manual. 
~: Table 29 presents the data gathered in response to 
subject and skill area s studied, as listed in Table I. The 
items are listed in rank order percentagewise of those who 
reported having studied the subjects, and paralleling these 
items appears the number and percentage information as to 
those who studied the subjects and found them valuable on 
the job. 
Table 29. Rank Order of Subjects Studied in School as 
Reported by 451 Respondents Working on Office 
Jobs, and Number and Per cent Finding the Sub-jects Studied to be of Value on the Job 
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Studied Found Subject 
Subject in of Value Title School on ·the Job 
Number Per cent Number Per cent 
Shorthand (hand) 438 97 388 89 
Bookkeeping or Accounting 424 94 190 45 
Business Correspondence 412 91 354 86 
Filing 411 91 311 76 
Secretarial Practice 410 91 343 84 
English Composition 377 84 281 75 
English Fundamentals 364 81 299 82 
Office Management 273 61 162 59 
Speech 203 45 119 59 
Shorthand (Machine) 17 4 7 41 
Tables 30- 1 and 30-2 present the data gathered in 
response to Table II concerning the office machines. 
Table 30-1 lists the items in rank order percentagewise 
which were reported as having been studied. Paralleling 
these items is the number and. percentage information as to 
the frequency with which the machines studied had been 
found valuable on the job. 
Table 30-2 reports the data on the type of machines 
studied, whether they were electrically or manually operated, 
or both. 
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Table 30- 1. Rank Order of Machines Studied in School as 
Reported by 451 Respondents Working on Office 
Jobs, and Number and Per cent Finding the 
Machines Studied to be of Value on the Job 
Studied Found Machine 
Machine in of Value School . on the Job 
_Number Per cent Number Per cent 
Typewriter 448 99 432 95 
Mimeograph Machine 378 84 131 35 
Calculating Machine 319 71 130 41 
Adding-Listing Machine 289 64 157 54 
Comptometer 265 59 58 22 
Dictating Machine 253 56 41 16 
Transcribing Machine 241 54 68 28 
Ditto- -Direct Process 225 50 60 27 
Cylinder Shaving Machine 175 39 28 16 
Ditto--Gelatin Process 172 38 31 18 
Bookkeeping Machine 163 36 19 12 
Switchboard 108 24 38 35 
Multigraph (type setting) 64 14 5 8 
Addressograph 61 14 21 34 
Varityper 21 5 5 24 
Discussion: In the group of seven subjects reported as 
having been studied more than 80 per cent of the time, all 
except Bookkeeping or Accounting were reported as having 
been of value on the job by more than 75 per cent of the 
participants. 
In connection with the machines studied, there is less 
evidence that those studied in school were found useful on 
the job. Eight of the machines had been studied in school 
by 50 per cent or more of the participants. Only two of 
the machines, however, were found useful on the job by more 
than 50 per cent of those reporting. 
Table 30-2. Type(s) of Machines (Electric and/or Manual) Studied in School 
Electric Manual Both Not .indi-
Machine (only;} (only;) Ty;QeS cat€d Num- Per Num- Per Num- Per Num- Per 
ber cent ber cent ber cent ber cent Total 
Adding-Listing machine 78 27 75 26 83 28 53 19 289 
Bookkeeping machine 94 58 41 25 21 13 7 4 163 
Calculating machine 132 41 57 18 89 28 41 13 319 
Comptometer 63 24 113 43 33 12 56 21 265 
Ditto--Direct Process 46 20 105 46 10 5 65 29 226 
Ditto- -Gelatin 17 10 99 58 2 1 54 31 172 
Mimeograph 91 24 152 40 46 12 89 24 378 
Multigraph (type setting) 11 17 32 50 
- -
21 33 64 
Typewriter 15 3 221 49 132 30 80 18 448 
...... 
0\ 
~ 
a-rAPIER VI (continued) 
Analysis of the Data 
Part 2. Duty Check List Data 
The management tool, the position-classification, was 
adopted as the means of organizing and presenting the duty 
data gathered for this study, thus permitting a functional 
crystallization of the job tasks. en the basis of this 
analysis it has been possible to report individual tasks as 
they become component parts of office jobs, and as they 
relate the jobs vertically, by series, and horizontally, 
by classes. The end-product, job descriptions, reveal the 
significant areas for training and placement. 
Principles of .Series allocation. The vertical relation-
ship, according to kind of work done, involves establishing ll -y 
broad series. Telford defines the series of jobs in the 
1/ In job analysis activities the term "series" has been 
adopted to designate the vertical group. The term 
"class," however, is not so firmly fixed, and is used 
interchangeably by job analysts in designating the two 
groups. This investigator proposes to designate the 
vertical group, referring to kind of work done, as the 
"series," and the horizontal group, referring to level 
of difficulty and/or responsibility, as the "class." 
Reference to these terms in this paper will have this 
connotation. 
2/ Fred Telford, Op. cit., page 45 
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following manner: 
•••• a group of positions so much alike that all 
may be treated alike for employment purposes--
they may be given the same title, the same sched-
ule of pay may be used with fairness, the same 
recruiting procedure may be used in selecting 
those to be emploled in positions allocated to 
the class (ser~es , and in other importa~t res~ects 
the class (ser~es may be used as a work~ng un~t 
for employment purposes. 
This definition of the vertical group, or series, is 
in agreement with the concept of the Civil Service Assembly, 
that the existence of a sufficient degree of similarity, on 
examination of the tasks performed, should be tested by the 
following criteria: "•••• the propriety of using the same 
title, the same qualification requirements, the same tests 
• 
of fitness, the same pay scale (under the same employment 
?/ 
conditions) for all positions in the class (series)." 
The series encompassed by this study were rather clearly 
defined on two scores: (1) broad groups in the hierarchy of 
clerical jobs have already been established satisfactorily 
in job analysis activities in business and in the public 
~ 
service; and (2) the participating population identified 
the broad series consistent with (1) above, namely: Secre-
tarial, Stenographic, Bookkeeping, Typist, and Clerk. 
?/ Civil Service Assembly, Op. cit., page 196 
~ Fred Telford, Op. cit., page 45 
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The Dictionary of Occupational Titles makes a coarser 
grouping. That classification assigns secretarial, stenog-
raphic, and typist positions to a Stenographer-Typist group. 
The nature of the positions held by the population taking 
part in this present study permits the development of the 
finer classification plan. This break-down is also more 
consistent with criteria for establishing broad series, as 
specific qualification requirements actually differ for all 
three types of positions. 
The number of cases among the responses which could 
rightfully be allocated to any of the last three-mentioned 
series, however (that is, bookkeeper, typist, or clerk), 
were too few to permit a classification of them. The posi-
tion-classification formulated as a result of this study is 
confined consequently to the two series: Secretarial, and 
Stenographic. 
This evidence that the population concentrates on 
positions in these two broad series in their early jobs 
justifies the classification limited to two series as 
entirely consistent with the stated purpose of this study. 
Furthermore, the fact that the majority of the responses 
may be assigned to one or the other of the two series, 
favors the training objective in that a more detailed des-
cription of the positions is possible than is probably 
3/ Division of Occupational Analysis, Op. cit. 
171 
elsewhere available in cross-section pattern industrially. 
Commonly these two types of positions are not clearly 
divorced in personnel activities. To some extent they are 
alike in kind of activity performed. Both involve office 
tasks requiring high levels of skill and ability. A classi-
fication element not always evident in theoosence of close 
technical scrutiny is revealed in the strict dictionary 
definition of the two terms--secretary, meaning "a confidant," 
and stenographer, meaning "a writer of shorthand." In view 
of this, application of the criteria for allocation of jobs 
to series negates a common series for. both jobs, as the 
element of trust implied in the secretarial position demands 
qualification requirements and tests of fitness of the worker 
other than those necessary for the stenographic position. 
Arrangement of the two types of positions to separate series 
is therefore justified. 
Principles of ~..class .c;.llocation. The Civil Service 
- g 
Assembly defines the "level" as a "zone of work," or a 
"discrete block," cutting across the series horizontally, 
forming individual classes of positions according to degree 
of difficulty and/or responsibility of the tasks performed. 
The initial decision to be made in connection with 
assigning the positions to classes, is the number of levels 
§/ Civil Service Assembly, Op. cit., page 205 
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that will best serve a given classification plan. Telford 
11 points out in this connection, that 
Experience shows that the recognition of only two 
or of more than three non-supervisory classes in 
such a series (the clerical hierarchy) tremen-
dously complicates the allocation problems and 
almost invariably results in an end-product which 
does not meet operatina tests. 11 -' 
He further states, 
In the clerical groups •••• with very rare excep-
tions, there must be three classes below the lowest 
supervisory class--that is, the class containing 
positions whose incumbents perform simple, routine, 
repetitive tasks (usually labeled Junior); the 
class containing positions whose incumbents per-
form the most difficult tasks of a non-supervisory 
nature (usually labelled Senior); and the class 
containing positions whose incumbents perform 
duties of 'average' difficulty (usually labelled 
Intermediate). 
Telford's findings have been observed for this classi-
ficati on plan both with regard to number of levels and with 
regard to identifying terminology. The terms Junior, Inter-
mediate, and Senior have universal meaning. Letter designa-
tions are sometimes used to label the levels within a series. 
When such a practice is followed, or when ordinals or other 
number forms are used, it must be firmly established as to 
which designates the superior and which the inferior level, 
or confusion results. 
§/ Fred Telford, Op. cit., page 53 
11 Ibid. 
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On the basis of the above, the preliminary classifica-
tion plan shown in Table 31, was established for this popu-
lation. 
Table 31. 
Series 
Secretarial 
Preliminary Classifica-
tion Chart 
Class 
(Administrative 
(Executive 
Senior 
Intermediate 
Junior 
Stenographic Supervisory 
Senior 
Intermediate 
Junior 
From the nature of the secretarial position, a super-
visory level would be illogical. Supervisory tasks , when 
they do occur, are normally as part of the activity of the 
exe cutive and administrative secretarial positions. 
This recognition of three classes below the lowest 
supervisory level does not ~ however , solve classification 
problems. To quote Telford, 11 It assists in all ocating posi-
tions which consistently encompass routine performance, and 
frees the classifier for technical judgments necessary in 
1V discriminating cases. 11 
§( Fred Telford, Ibid., page 54 
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As with the procedure allocating positions to series, 
there are certain criteria which have been isolated through 
the experience of job analysts in industry and in the public 
service, application of which will make any classification 
to levels a more economical and efficient one. A summariza-
tion of these principles follows: 
1. The classifier shall have a clear working concep-
tion of the several classes. He shall be able ~o distinguish 
the simple, routine, repetiti~e tasks performed at the Junior 
level, the tasks of average difficulty and/or responsibility 
performed at the Intermediate level, and the most difficult 
non-supervisory tasks performed at the Senior level. 
2. The classifier shall recognize the necessity for 
studying the component parts of the jobs individually , and 
as they relate to other tasks, even though it is possible 
that one factor may be the controlling one, to the exclusion 
of others. 
3. The classifier .shall understand thoroughly the 
character of the subject matter with which a task is con-
cerned, in order to be able to distinguish tasks which inher-
ently involve greater knowledge, skill, and responsibility, 
or are intrinsically of average difficulty or less. Both 
Telford and the Civil Service Assembly point out that care 
should be taken in the consideration of precise procedures 
as in tasks involving office forms. While allocation factors 
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may exist in the specific processes followed, it is the 
basic nature of the task that is important to the analysis 
and not the process by which it is accomplished. Procedures 
may have importance in considering borderline cases, but then 
only in connection with the skill and responsibility involved. 
4. The classifier shall recognize differentiating per-
sonal qualities necessary in the worker in the perf ormance 
of specified tasks or combinations of tasks. 
5. The classifier shall be able to distinguish differ-
ences of ability and/or responsibility required of the worker 
when a variety of tasks are performed on the job according 
to the nature of such tasks. Variety in itself is an im-
portant allocation factor only to the extent of difficulty 
involved in the various tasks. Telford states , in this 
9/ 
connection, 
•••• if the incumbent of a clerical position per-
forms only simple, routine, repetitive tasks, but 
if these tasks are of considerable variety (say, 
as a minimum six to ten in number , depending upon 
the extent to which they are varied and the fields 
they cover) , then the variety alone makes the work 
' average' difficulty and calls for ~llocation to 
the Intermediate class. 
6. The classifier shall recognize the presence or 
absence of supervisory performance, the presence or absence 
of non-supervisory duties, the extent of supervision if 
present, and the nature of the tasks involved. 
21 Ibid., page 75 
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7. The classifier shall consider qualification require-
ments demanded of the worker in the performance of his tasks 
over and above those involved in any of the above principles. 
There is agreement that the vast majority of positions 
may be allocated automatically to the middle level in any 
series. It is particularly tr~e in the clerical constella-
tion, where positions involving identical tasks frequently 
exist in large numbers, that the majority of the positions 
are of 11 average 11 difficulty and responsibility. 
1Q/ 
According to Telford, · 
•••• at least three- f ourths of all positions 
' classify themselves .' In allocating these posi-
tions, however, care should be taken that there 
are no unusual duties or responsibilities that 
are not immediately apparent. 
Beyond this examination of the positions, for assurance 
that the job is really what it seems to be, further considera-
tion of this large group is not usually necessary. With 
regard to the remaining twenty-five per cent, however, the 
technical judgment of the classifier is the determining 
factor as to which level the position should be allocated. 
lJ/ 
To quote Telford further, 
As to the positions which do not ' classify them-
selves ' no cut and dried formula for determining 
classifications has ever been evolved. The 
lQ! Ibid., page 47 
lJ/ Ibid., page 52 
exercise of technical judgment is necessary in 
arriving at such classification. 
In connection with difficult problems of allocation to 
levels, usually attributable to the existence of a number 
of positions of the same general type but with varying 
degrees of responsibility, Telford contributes the follow-
W 
ing governing principles: 
1. It is generally accepted that the most difficult 
task performed, which is an essential part of the job, and 
which "normally takes at least five to ten per cent of the 
time of the incumbent, determines the classification." 
2. The method of "averages," by which the mean time 
devoted to easy, intermediate, and difficult tasks respec-
tively is found, "has no sound basis whatsoever. No amount 
of 'averaging' makes it possible for the rou-tine file clerk 
to maintain competently the important mailing list," states 
Telford. 
3. "Accidental" and 11 incidental" tasks should never 
be considered as governing factors in making allocations. 
Ability to perform such tasks are not usually a qualifica-
tion requirement for employment on the job. 
4. If a worker has occasion, as a necessary part of 
his job, to deal with the public and/or other employees, 
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this fact may remove a position composed of simple, routine, 
16/ Ibide, Chapter 21, pages 52 through 55 
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repetitive tasks from the Junior class to the Intermediate 
class. "Dealing with other persons in numbers," Telford 
describes as a task of "average" difficulty. 
5. Allocation to the Intermediate class is dictated 
if one or more of the tasks performed are intrinsically of 
average difficulty--that is, neither simple, routine, or 
repetitive, nor the most difficult type of non-supervisory 
clerical work. 
Classification of w'ositions. Established practice in 
job analysis in business and industry provides that the 
positions, as they are considered individually for alloca-
tion, shall be compared with preliminary job descriptions 
which have been established on the basis of what the job 
is understood to involve, in the light of common practice 
and organizational set-up within a given office structure. 
Alterations in the preliminary job descriptions may be made 
as the analysis progresses, in accordance with actual find-
ings. 
The nature of this present study afforded no such basis 
of common practice and organizational structure. It has 
been necessary first to isolate common and differential 
elements from series to series and from level to level within 
each series in the light of specific data reported, and then 
to allocate and re-allocate, as the analysis of the duties 
progressed, on the basis of factual findings supplemented 
:11'9 
by the technical judgment of the classifier. 
Series allocation. The initial grouping of the responses 
i n this study, on the basis of supplemented payroll job titles 
described in the discussion of ~dentification ~terns 8 and 10, 
was actually the first step in this classification procedure. 
In any classification, the first grouping should be, in 
Telford's designation, an ".initial quick analysis," with 
nothing final implied. It should remain flexible, and as 
distinctions are revealed in the finer examination of job 
performance, re-allocation should be made. This first broad 
grouping takes advantage of allocations that naturally fall 
w 
in one series or another, and frees the classifier for 
problems involving discriminating rather than common elements. 
The first broad allocation resulted in the assignment 
of 303 cases to the Secretarial Series, and 89 cases to the 
Stenographic Series. The procedure developed for this study 
for verifying this allocation involves consideration of the 
Position Description Forms function by function. The results 
of this process are presented for each individual function 
in the following order: 
1. Duty ltems. Duty ltems are listed as they appear 
in the Position Description Form for the function under 
See pages 136 through 152 of this paper for this 
discussion. 
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discussion. On the inquiry form, space was provided under 
each function for the worker to write in other duties which 
were not provided for in the printed items. It developed 
that "written in" items were frequently restatements of one 
of the printed items as applied to particular procedures or 
office forms. In such instances the "other" tasks indicated 
were subsumed under the logical printed item. In instances 
where the "other" tasks differed in content from the printed 
items, the responses were taken into consideration when the 
allocation to classes was made. 
Duty items for "checking" and "supervising" activities 
have also been considered in connection with allocation to 
classes. 
2. Data. Numeric responses for each duty item for 
each of the two series are presented in rank order. The 
percentage of response for each item with respect to the 
total allocation to the series is given. Reported also is 
the total number of participants who indicate job activity 
in a given function, and the percentage this represents of 
the total number allocated to the series. As the procedure 
progresses, the numeric responses to the duty items and the 
total number of cases allocated to a series take into con-
sideration any re-allocations, in order to eliminate dis-
tortion in numeric responses to the duty items in later 
functions. 
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3. Findinas. Findings are presented on the basis of 
responses to the items contained in the function tinder dis-
cussion, with close observance of established principles 
for position-classification, plus the technical judgment of 
the classifier. Findings as they apply to both vertical 
and horizontal allocation are exposed. Findings on duty 
items which reflect training implications are reported in 
Part 3 of this chapter, pages 261 through 263, where the 
data is presented 6n the Job-School information. 
4. Classification procedure. On the basis of (2) 
and (3) above, Position Description Forms were re-examined 
for possible inconsistencies in the original allocations. 
When re-allocation was indicated, adjusted series totals 
have been reported. 
5. Conclusions. Conclusions are presented in the 
form of series and position ~ascriptions following the dis-
cussion of level allocation. 
Duty Items 
Item 
(1.) FUNCTION OF RECEIVING CALLERS 
No. Duties 
1 Receiving business callers 
2 Arranging appointment.s for company personnel 
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3 Securing information as to location of various per-
sonnel in office or plant, and whether or not they 
will meet callers 
4 Securing the necessary information information for callers 
5 Interviewing business callers to determine to whom they 
should be referred, if at all 
6 Making a record of caller's name, title, company and 
t he purpose of the call, and referring to executive 
involved 
Data 
Rank Order of Duty Items According to Frequency of Mention 
Secretarial Series: 303 : stenographic Series: 89 
Total performing: 248 (82%);Total performing: 50 (56%) 
Rank Item ResQonees :Rank Item Responses 
No. No. Number Per cent :No. No. Number Per cent 
1 1 229 76 1 1 45 51 
2 4 162 53 2 4 35 39 
3 2 134 44 3 5 26 29 
4 6 124 41 4 6 24 27 
5 5 107 35 5 3 21 24 
6 3 95 31 6 2 17 19 
Findings 
1. Receptionist activities are a normal part of the 
secretarial position, involving services to one or possibly 
several executives. 
2. Examination of the individual Position Description 
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Forms reveals stenographer s performing receptionist activi-
ties when necessary in the perf ormance of certain job tasks, 
for example in connection with accepting fees, taking data 
on new clients or new employees, etc.; or, in the sense of 
the r eceptionist serving the public anq/or employees gener-
ally. 
3. Item 2 i s indicated both numerically and on the 
basis of technical judgment to be a discriminating task for 
the secretary. 
4. Items 1, 3, 4, 5, and 6, as they occur jointly or 
severally have significance for allocation to the Inter-
mediate or Jun±or classes within the -Secretarial Series, 
inasmuch as they are intrinsically of a more general nature 
than secretarial activity implies. 
Classification V.rocedure 
As a result of the conditions found from the data re-
ported by the participating groups in response to items in 
f unction 1, the Position Description Forms were re-examined 
to discover jobs which should be shifted from one of the 
series under consideration to the other. The following 
specific criteria were applied: 
1. Presence ~ or absence of receptionist activities on 
the job. 
2. Nature and extent of the receptionist activities if 
present , according to the particular items checked and the 
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character of the position in its entirety. 
3. Presence or absence of secretarial activity reported 
in function 9, .extent and character of it, if present, when 
this became necessary in technically judging the re-allocation 
of individual positions. 
Stenographic ~~. The fifty positions assigned to the 
Stenographic Series which indicated activity in the recep-
tionist function were re-examined,and thirteen were re-
allocated to the Secretarial Series. As receptionist activities 
were not found to be a normal part of the stenographer's job, 
it was not necessary .to re-examine the Position Description 
Forms of those not indicating activity in this area. 
The thirteen positions which were re-allocated to the 
Secretarial Series performed from three to six of the recep-
tionist tasks, all indicating performance of item 2. Although 
the payroll job titles and the responses to item 10 of the 
identification items (identifying categories _of activity in 
... 
which they were engaged) were not of a secretarial nature, 
the extent and nature of the receptionist activities, together 
with the fact that secretarial tasks were checked in function 9, 
and that the incumb-ent served one or two executives, dictated 
the re-allocation of these cases to the Secretarial Series at 
~his _ particular .point in the classification. 
The remaining thirty-seven positions, not re-allocated, 
reported only incidental receptionist activity. This -was 
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indicated by performance of only one of the tasks , double 
check-marks indicating "occasional" performance, one hour 
or less per week given to the task, or by explanation that 
the receptionist tasks were closely identified with the 
specific nature of the other tasks composing the job. 
In four instances, among this group, item 2 was checked, 
but when related to other performance on the jobs it was 
not considered sufficient evidence for re-allocating to 
the Secretarial Series. 
In five instances, individuals performed three or more 
of the receptionist duties as a "regular daily or weekly" 
part of the job. None of them, however, reported perform-
ance of Item 2. Explanatory notes of the respondents showed 
these positions to be more in the nature of Stenographer-
Receptionist. The payroll job titles for this group were 
as follows: 
-x-case 306 
II 309 
* " 328 
* II 326 
II 387 
Stenographer and General Office Worker 
Stenographer--Clerk 
Stenographer 
Stenographer--Receptionist 
Bookkeeper--Stenographer 
*Item 10 , page 2, of the inquiry form, was checked for 
receptionist activity as well as for stenographer. 
These five cases were marked for careful consideration 
of receptionist activities in connection with the level classi-
fication, and for further discriminating evidence under 
ensuing functions. It was not considered advisable by the 
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classifier to establish a separate series, that of Stenog-
rapher-Receptionist, for t~ese positions, as it was believed 
that they could practicably be ihc1uded at one of the upper 
levels in the Stenographic Series when level classification 
was considered. 
Detailed findings resulting from this re-examination 
of the positions originally allocated to this series are 
included in Appendix 13, page 325. 
Secretarial Series. Examination was made of all posi-
tions allocated to this series. Inasmuch as receptionist 
tasks were found to be of a secretarial nature, the posi-
tions where no activity was reported were carefully scrutin-
ized to determine whether or not the absence of it would 
alter the allocation, or whether the positions appeared to 
be of a secretarial nature regardless of the absence of 
such tasks, in the light of other aspects. Those positions 
which did indicate performance in the receptionist function 
were examined as to the nature and the extent of such 
activity. No re-allocation of secretarial pnsitions was 
made. 
Detailed findingsresulting from this re-examination of 
the secretarial positions, defending re-allocation to the 
Secretarial Series, are included in Appendix 13 , page 326. 
As a basis for tabulation of the findings in ensuing 
functions, a recapitulation of the total number of cases 
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allocated t o each of the series follows: 
Totals of first allocation 
Re-assigned to Secretarial Series 
Totals after first re- allocation 
Secretarial Stenographic 
Series Series 
303 
J 13 
316 
89 
-.:XL 
76 
Duty Items 
Item 
(2) FUNCTION OF MESSENGEH SERVICE 
No. Duties 
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7 Escorting visitors to various parts of .office and plant 
8 Collecting and/or delivering written memos within the 
office or plant 
9 Collecting and/or delivering oral memos within the 
office or plant · . 
10 Doing miscellaneous errands inside and/or outside the 
office or plant 
11 Shaving dictation cylinders; erasing dictation discs 
Data 
Rank Order of Duty Items According to Frequency of Mention 
Secretarial Series: 316 76 
Total performing: 167 (53%) 
:Stenographic Series: 
:Total performing : 29 (38%) 
. 
Rank Item Res2onses _:Rank Item Responses 
No. No. Number Per cent : No. No. Number Per cent 
1 10 120 38 1 10 19 25 
2 7 81 26 2 8 13 17 
3 8 81 26 3 9 9 12 
4 9 74 23 4 7 7 9 
5 11 13 4 5 11 6 8 
Findings 
1. Some incidental activity of this nature may be 
found in secretarial positions, and more rarely in steno-
graphic positions. 
2. Item 7 appears to be a differentiating task. Its 
importance, however, is not so much that it may cause allo-
cation of a position to either series or level, but that it 
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may rightfully be considered a task occurring on the secre-
tarial position rather than as a normal part of the steno-
graphic position. 
Classification Procedure 
It would not be logical to re-classify to broad series 
on the basis of the presence or absence of activity in this 
function, because of the nature of the tasks. More detailed 
consideration of performance of these items is postponed to 
the classification to levels within the two series. 
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( 3) FUNCTION OF TELEPHCNING AND RELATED ACTIVITIES 
Duty Items 
Item 
No. 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
Data 
Duties 
Receiving or· making inter-plant phone calls or local 
calls outside of plant 
Receiving or making long distance phone calls 
Receiving telegrams, cablegrams, radiograms 
Sendirtg telegrams, cablegrams, radiograms composed by 
others 
Composing telegrams , cablegrams , radiograms, and send-
in9 , or giving to someone else to send 
Keep1ng record of names and information involved in 
making and/or receiving phone calls 
Taking down both sending and receiving ends of a phone 
conversation using a recording mechanism 
Receiving and/or sending teletype messages 
Receiving and/or sending by telautograph 
Operating inter-office call system , or any auxiliary 
internal communication apparatus 
Receiving anq/or sending through pneumatic tube 
Operating pneumatic tube central station 
Opening and/or closing teletype station 
Operating office switchboard (PBX or other ) 
Rank Order of Duty Items According to Frequency of Mention 
Secretarial Series: 316 . Stenographic Series: 76 • 
Total perfo~ming : 300 ( 95%): Total performi ng: 65 (85%) 
. 
Rank Item ResQonses Rank Item ResQonses 
No . No . Number .Per cent No . No . Number Per cent 
1 12 242 77 1 12 42 55 
2 13 217 69 2 17 32 42 
3 17 186 59 3 13 29 38 
4 15 168 53 4 15 29 38 
5 14 152 48 5 14 16 21 
6 16 112 35 6 16 15 20 
7 21 60 19 7 21 10 13 
(concluded on following page) 
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~ (concluded) 
Rank Item Res2onses Rank Item Res2onses 
No. No. Number Per cent No. No. Number Per cent 
8 25 41 13 8 25 10 13 
9 19 30 9 9 19 7 9 
10 18 6 2 10 22 2 3 
11 22 5 2 11 24 1 1 
12 24 2 .6 12 18 
13 23 1 . 3 13 20 
14 20 14 23 
Findings 
1. Tasks in this function may be expected to be a part 
of the secretarial position , and occasionally , but not neces-
sarily, may be present in the stenographic position . 
Classification Procedure 
On the basis of the findings and on the basis of tech-
nical judgment , it is hardly c onceivable that a position in 
the re~lm of secretarial work sh ould never involve the use of 
the phone, and a re-examination of the Positi on De scr ipti on 
Forms was considered necessary . 
StenograQhic Series. The presence or absence of tele-
phoning tasks on stenographic positi ons was not considered 
a basis, in itself, for re-allocation vertically . Activity 
in this area will be scrutinized closely when allocati on to 
levels is considered for the positions ,.in this series . 
Secretarial Series. Sixteen positions allocated to 
this series, which indicated no activity in this function 
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were re-examined. Nine of this group were re-illocated to 
the Stenographic Series and seven were left in the Secre-
tarial Series. 
Re-allocation of the group of nine positions involved 
the following factors: the presence or absence of activity 
generally throughout the functions--a characteristic of the 
secretarial rather than the stenographic position; concen-
tration of time in one or two of the functions--a factor 
which might dictate allocation of the position in other than 
the Secretarial Series; number of executives to whom responsi-
bility was indicated--a contributing factor in identifying 
the secretarial position; a reconsideration of the presence 
or absence of receptionist tasks, and, if present, the nature 
and extent; the payroll job title, if this was considered to 
contribute as a determining factor in individual instances. 
In connection with the seven positions which were per-
mitted to remain in the Secretarial Series, other aspects 
of the description of the position justified this action. 
For example, responsibility to one executive; general activity 
throughout all functions; and/or payroll job title. These 
positions, however, were marked for careful scrutiny as the 
classification progressed because of the absence of tele-
phoning tasks. 
Because of the differentiating value of individual 
telephone tasks listed on the Duty Check List, all other 
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Position Description Forms allocated to the Secretarial 
Series were re-examined in order to consider the nature of 
the specific duties performed. In two instances the posi-
tions were re-allocated to the Stenographic Series inasmuch 
as the only duty checked in thi? function was in connection 
with operating the switchboard, which would hardly be con-
sidered to be a task which would qualify as secretarial 
activity. Application of the other factors outlined above 
supported the re-allocation. 
Detailed findings resulting from this re-examination 
of the positions as a result of data gathered for the Func-
tion of Telephoning and Related Activities are included in 
Appendix 13, pages 327 through 337. 
A recapitulation of the total number of cases allocated 
to each of the series follows: 
Totals after first re-allocation 
Re-assigned to Stenographic Series 
Totals after second re-allocation 
Secretarial 
Series 
316 
11 
305 
Stenographic 
Series 
76 
I 11 
87 
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{ 4) FUNGI ION OF MAILING 
Duty Items 
Item 
No. 
26 Incoming mail: 
27 
28 
29 
30 
31 
32 
33 
34 
35 
36 OJtgoing mail: 
37 
38 
39 
40 
41 
42 
43 
44 
45 
46 
47 
48 
49 
50 
51 
52 
53 
54 
55 
56 Interoffice 
mail: 
57 
58 
Duties 
Obtaining mail from post office 
Sorting mail 
Opening mail (manually) 
Opening mail (machine) 
Stamping mail with time anq/or date stamp 
Checking enclosures 
Reading mail for distribution 
Routing mail to proper personnel 
Routing personal unopened mail 
Distributing mail 
Collecting mail from various personnel 
Sorting mail 
Checking enclosures anq/or securing 
necessary enclosures 
Folding letters 
Collating enclosures 
Inserting material in envelopes 
Sealing envelopes (manually) 
Sealing envelopes {machine) 
Weighing letters anq/or packages 
Wrapping packages 
Calculating postage for letters anq/or 
other mail 
Affixing stamps (manually) 
Affixing stamps (postage meter machine) 
Registering anq/or insuring mail of any 
kind 
Delivering mail to post office 
Tracing mail of any kind 
Forwarding mail 
Preparing mail for master envelopes for 
salesmen or branch office or plant 
Directirig mail to salesmen, branch office 
or plant 
Maintaining salesmen's route lists 
Collecting from various personnel in 
plant and office 
Sorting and routing 
Distributing 
(concluded on following page) 
Duty Items (concluded) 
Item 
No. 
59 Miscellaneous 
Mailing duties: 
60 
61 
62 
63 
64 
Data 
Duties 
Keeping record of stamp inventory 
Requisitioning stamps 
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Purchasing postage stamp supply at 
post office or other agency 
Filing daily report on metered mail 
Taking postage meter to post office 
for new supply of stamps 
Arranging for special mailing permits 
Rank Order of Duty Items According to Frequency of Mention 
Among the Four Types of Mailing Duties 
Secretarial Series: 305 : Stenographic Series: 87 
Total performing: 262 (86%) : Total performing: 59 (67%) 
Incoming mail (Items 26 through 35) 
Rank Item ResEonses Rank Item ResEonses 
No. No. 1\Jumoer Per cen=f No. No. 1\Jumoer Per cen=f 
1 28 194 64 1 28 22 25 
2 32 116 38 2 32 16 18 
3 27 103 34 3 30 14 16 
4 31 100 33 4 33 13 15 
5 33 100 33 5 27 12 14 
6 35 93 31 6 35 12 14 
7 34 75 25 7 34 11 13 
8 30 64 21 8 31 10 11 
9 26 30 10 9 26 6 7 
10 29 3 1 10 29 3 3 
(continued on following page} 
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:Q.ili (continued) 
Outgoing mail (Items 36 through 55) 
Rank Item Responses :Rank Item Responses 
No. No. Number Per cent =No. No. Number Per cent 
1 39 194 64 1 39 39 44 
2 41 182 60 2 41 36 41 
3 42 153 50 3 38 21 24 
4 47 134 44 4 42 20 23 
5 38 132 43 5 47 17 20 
6 44 107 35 6 46 14 16 
7 46 100 33 7 44 13 15 
8 49 89 29 8 52 12 14 
9 52 89 29 9 40 9 10 
10 45 86 28 10 49 9 10 
11 40 78 25 11 37 9 10 
12 50 59 19 12 53 9 10 
13 54 36 12 13 45 6 7 
14 37 33 11 14 36 6 7 
15 36 30 10 15 50 4 5 
16 53 30 10 16 43 4 5 
17 51 27 9 17 54 4 5 
18 55 17 6 18 51 2 2 
19 43 7 2 19 55 2 2 
20 48 7 2 20 48 
:-Interoffice mail: (Items 56, 57, 58) 
Rank Item 1tes12onses . Rank Item Responses . 
No. No. Number Per cent . No. No. Number Per cent . 
1 58 30 10 1 58 9 10 
2 57 27 9 2 57 6 7 
3 56 14 5 3 56 5 6 
(concluded on following page) 
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Data (concluded) 
Mi scellaneous mailing duties (Items 60 through 64) 
Rank Item Responses Rank Item Responses 
No. No. Number Per cent : No. No. Number Per cent 
1 61 86 28 1 60 9 10 
2 59 58 19 2 59 8 9 
3 60 55 18 3 61 5 6 
4 64 9 3 4 62 
5 62 3 1 5 63 
6 63 2 .7 6 64 
Recapitulation: Total Number and Percentage of Participants 
Performing According to Series and Group of 
Mailing Duties 
Type of Activity 
Incoming mail 
Outgoing mail 
Interoffice mail 
Miscellaneous duties 
Findings 
Secretarial 
Number Per cent 
238 
226 
44 
123 
78 
74 
14 
40 
Stenographic 
Number Per cent 
38 
47 
11 
14 
43 
53 
12 
16 
1. Tasks in this function may be expected to be a part 
of both the secretarial and the stenographic positions, 
occurring less frequently on the latter. 
2. With ~egard to the four types of mailing duties 
encompassed in the items included in this function, the per-
centage of secretaries performing in each of the four is 
greater than the percentage of stenographers. 
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A consideration of all items listed in this function 
shows the percentage of secretaries performing them to be 
consistently higher than that of the stenographers. or the 
thirty-nine items, eighteen (approximately 50 per cent) were 
performed 14 to 27 per cent more often. Only in four in-
st~nces, tasks number. 28, 43, 52, and 58, was the percentage 
of performance higher among the stenographers than among the 
secretaries. In addition, the difference was small, being 
two, four, one, and one per cent respectively for these items. 
3. A differentiating factor is the extent of job 
activity concerned with incoming mail which is more distinc-
tively a secretarial task according to the data and on the 
b.asis of technical judgment. 
4. Interoffice mail duties occur infrequently on both 
the secretarial and stenographic positions. It is logical 
to expect from the nature of these tasks that they are apt 
to be a part of a lower series' position,for example that of 
typist, clerk, or possibly messenger. 
5. Miscellaneous mail tasks are a differentiating 
factor. These items are intrinsically duties of greater 
responsibility than some of the more routine duties listed. 
Occurrence on the stenographic positions will contribute in 
-
determining allocation to levels. 
6. ..Com para ti ve rank order differentiates i terns 27, 30, 
and 31, involving sorting, stamping with time and date stemp, 
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and checking enclosures respectively, among the duties con-
cerned with incoming mail. Item 30, the most routine of 
these three, occurs in third rank among the stenographers 
\ 
and in eighth rank among the secretaries. Items 27 and 31 
occur in fifth and eighth rank among the stenographers, and 
in third and fourth rank among the secretaries and are inher-
ently tasks requiring more job knowledge and responsibility 
than the routine task generally. It is expected that per-
formance of these tasks will be a contributing factor in 
level allocation as they occur in conjunction with each other 
or as isolated duties. 
7. Among the outgoing mail duties, Item 37, sorting 
mail, is more definitely a stenographic task or lower level 
secretarial, in that it appears in the stenographic series 
four rank places above that in the secretarial series, and 
the percentage difference in numbers performing is negligible. 
Although ~tern 38, checking enclosures, ranks third for the 
stenographers and fifth for the secretaries, the secretaries 
report performance 16 per cent more often than the stenog-
raphers. Appearing as an isolated task, this may have sig-
nificance in allocating to a higher level along with other 
factors. 
8. Miscellaneous mailing items, numbers 60, 61, and 63, 
are intrinsically discriminating in that they require 
qualities of responsibility not present in mailing duties 
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of a repetitive nature. Item 64, involving the obtaining 
of special mailing permits is p~rformed only by secretaries 
in this group of workers, and occurs infrequently even then, 
and may therefore be expected to be a differentiating task 
at higher levels of secretarial activity becauee of the 
responsibility involved. Item 61, involving the responsi-
bility for purchasing the stamp supply may also be expected 
to be discriminating on the basis of its inherent character 
and the fact that 22 per cent more secretaries reported 
performance of it than did stenographers, and among the 
latter it occurred only six per cent of the time. 
Classification Procedure 
Stenograph~~ Series. Position Description Forms for 
the stenographic positions indicating performance of tasks 
concerned with incoming mail and with miscellaneous mailing 
duties, were examined to determine whether or not the evi-
dence was such as to dictate re-allocation of them to the 
Secretarial Series. No re-allocation was made, however, as 
the differentiating factors found appeared to be more 
applicable to the allocation to classes within the series, 
and for borderline cases, than to the series classification. 
Secretarial Series. Position Description Forms for 
the secretarial positions indicating lack of performance 
of tasks concerned with incoming mail and with miscellaneous 
mailing duties, were examined. In no instance was this 
factor considered to be the basis for re-allocation. 
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(5) FUNCTION OF FILING 
Duty Items 
Item 
No. 
65 
66 
67 
68 
69 
70 
71 
72 
73 
74 
75 
76 
77 
78 
79 
80 
81 
82 
83 
84 
85 
86 
87 
88 
Duties 
Inspecting material for release for filing 
Reading to determine under what title to file 
Coding or indexing for: Soundex 
Variadex Alphabetic 
Triple Check Automatic 
Numeric 
Subject 
Geographic 
Straight Alphabetic 
Other: (Specify) (any system) Rough sorting for filing 
Filing correspondence or 
other business papers in:Soundex files 
Variadex Alphabetic 
Triple Check Automatic 
Numeric 
Subject 
Geographic 
Straight Alphabetic 
other: (Specify) 
Filing in visual index fiels: Visidex ttub) 
Kardex (cards) 
Visible index (book) 
Filing cards any size (other than Kardex) 
Locating and pulling correspondence or other business 
papers from the files 
89 Locating and pulling cards (any size) from the files 
90 Arranging for charge outs 
91 Tracing "out" material 
92 Providing for cross referencing 
93 Determining when new individual folders should be 
established 
94 
95 
96 
97 
98 
99 
100 
101 
Preparing new folders for the files 
Establishing and preparing guides for files for corre-
spondence or other business papers, forms, or cards 
Operating card tickler, follow-up, or pending file 
Operating sheet tickler, follow-up, or pending file 
Maintaining catalogue file 
Maintaining files of technical manuals and/or contents 
Maintaining tack maps 
Operating equipment anq/or maintaining photographic files 
(concluded on following page) 
Duty Items (concluded) 
Item 
No. Duties 
102 Transferring material to inactive file 
103 Destroying unwanted records at transfer periods 
104 Keeping scrap book 
105 Maintaining business library of books and materials 
Data 
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Rank Order of Duty Items According to Frequency of Mention 
among Four Types of Filing Activities 
Secretarial Series: 305 
Total performing: 280 (92%) 
: Stenographic Series: 87 
: Total performing: 60 (6816 ) 
Preparation of material for filing (Items 65 through 75) 
Rank Item Responses : Rank Item Responses 
No. No. Number Per cent : No. No. Number Per cent 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
66 
75 
73 
65 
71 
70 
72 
68 
74 
67 
69 
180 
98 
91 
89 
72 
29 
14 
6 
6 
3 
59 
32 
30 
29 
24 
9 
5 
2 
2 
1 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
66 
75 
73 
65 
70 
72 
71 
67 
68 
69 
74 
22 
20 
15 
13 
8 
6 
3 
25 
23 
17 
15 
9 
7 
3 
Filing--using "Visible" equipment (Items 84, 85, 86) 
Rank Item Responses : Rank Item Responses 
No. No. Number Per cent No. No. Number Per cent 
1 
2 
3 
85 
86 
84 
52 
15 
5 
17 
5 
2 
1 
2 
3 
85 
84 
86 
(concluded on following page) 
8 
3 
2 
9 
3 
... 2 
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Data (concluded) 
Filing--Correspondence (Items 76 through 83) 
Cards (Item 87) 
Locating and pulling correspondence or cards 
from the files (Items 88 and 89) 
. Rank Item Res~onses . Rank Item Res~onses . 
No. No. . No. No. ~umEer -er cent . ~umEer -er cent 
l 88 225 75 l 82 32 37 
2 82 148 49 2 88 22 25 
3 80 109 36 3 87 13 15 
4 89 96 31 4 89 13 15 
5 87 73 24 5 80 9 10 
6 79 33 11 6 81 8 9 
7 81 19 6 7 79 7 8 
8 83 ll 4 8 76 
9 77 10 3 9 77 
10 76 l .3 10 78 
11 78 ll 83 
Miscellaneous filing duties (Items 90 through· .105) 
Rank Item Res12onaes . Rank Item Resgonses . 
No. No. Number Per cent . No. No. Number Per cent . 
l 94 214 70 l 94 27 31 
2 93 159 52 2 93 18 21 
3 102 136 45 3 102 15 17 
4 95 96 31 4 95 10 ll 
5 103 92 30 5 105 7 8 
6 92 71 23 6 103 6 7 
7 99 47 15 7 92 5 6 
8 104 38 12 8 97 4 5 
9 91 37 12 9 90 3 3 
10 96 36 12 10 91 3 3 
11 105 36 12 11 98 3 3 
12 97 33 ll 12 99 3 3 
13 98 30 10 13 96 1 1 
14 90 22 7 14 100 
15 101 6 2 15 101 
16 100 5 2 16 104 
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Recapitulation: Total Number and Percentage of Participants 
Performing According to Series and Group of 
Filing Activities 
Secretarial Stenographic 
Type of Activity Number Per cent Number Per cent 
Preparation of material for 
filing 223 
Filing--using "Visible"files 64 
Filing--Correspondence, cards; 
locating and pulling 
correspondence or 
cards from files 256 
Miscellaneous filing duties 247 
Findings 
73 
21 
~ 
81 
43 
9 
51 
41 
50 
10 
59 
47 
1. Filing tasks are a normal part of the secretarial 
position and are frequently found on the stenographic posi-
tion. 
2. With regard to the four types of filing duties 
encompassed in the items included in this function, the per-
centage of secretaries performing in all four was greater 
than the percentage of stenographers. 
3. A differentiating factor is the greater frequency 
of miscellaneous filing duties occurring on the secretarial 
positions, which group of tasks includes those requiring 
greater initiative and judgment among common filing duties. 
4. Comparative rank order differentiates the follow-
ing. Items 71 and 80, involving subject filing and finding, 
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are found more often on the secretarial position and are 
intrinsically duties involving judgment and responsibility. 
Differentiating items revealed among the miscellaneous filing 
duties are items number 90, 104, and 105. Item 90, which is 
reported by three per cent of the stenographers and by seven 
per cent of the secretaries involves arranging for "charge-
outs," and ranks fourteenth in the Secretarial Series and 
ninth in the Stenographic Series. This superior position 
indicated in the latter series is a logical one in that the 
task commonly involves general office records rather than 
those in the hands of individual executives whom the secre-
tary would be expected to serve. Item 104, concerned with 
keeping scrap books, ranks eighth among the tasks in this 
category for the secretaries, and no stenographers reported 
performing this task. Item 105, concerned with maintaining 
a business reference library and materials, occurred in fifth 
rank among the stenographic tasks, and eleventh in secretarial 
performance, but with a slightly larger percentage of secre-
taries doing this task. This is inherently a task of some 
importance and may become a differentiating element in the 
level classification. 
Classification Procedure 
No logical basis was found for examining the Position 
Description Forms for possible series re-allocation in the 
job activity indicated in this function. 
Duty Items 
Item 
(6) FUNCTION OF RECORD KEEPING 
No. Duties 
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106 Doing (mentally} arithmetic problems of a routine nature 
involving few figures 
107 Doing (mentally) arithmetic problems of a more involved 
nature: discounts, interest, percentages, etc. 
108 Operating calculating machine for problems of a routine 
nature involving: Addition 
109 Subtraction 
110 Multiplication 
111 Division 
112 Operating comptometer for problems of a routine nature 
involving: Addition 
113 Subtraction 
114 Multiplication 
115 Division 
116 Operating adding-listing machine for problems of a 
routine nature 
117 Solving more involved problems, i.e. factors, correla-
tions, etc., using:Calculating Machine 
118 Comptometer 
119 Adding-listing 
120 Keeping mailing list(s) up-to-date 
121 Making addressograph plates 
122 Operating addressograph machine 
123 Making anq/or recording disbursements from petty cash 
124 Posting petty cash slips 
125 Maintaining petty cash fund--balancing and replenishing 
126 Obtaining currency from bank for postage, petty cash, etc. 
127 Checking expense accounts for salesmen anQ/or other 
personnel 
128 Maintaining checking account _for company or company 
personnel 
129 Preparing checks for accounts payable--against company 
anq/or company personnel accounts 
130 Preparing promissory notes, drafts, etc. 
131 Operating check writer or protectograph 
132 Endorsing checks for deposit 
133 Preparing currency for deposit--manually 
134 Operating change counting machine 
135 Preparing bank deposit slip 
136 Delivering bank deposit to bank 
(concluded on following page) 
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Duty Items (concluded) 
Item 
No. 
137 
138 
139 
140 
141 
142 
143 
144 
145 
146 
147 
148 
149 
150 
151 
152 
153 
154 
155 
156 
157 
158 
159 
160 
161 
162 
163 
Duties 
Reconciling monthly bank statement for company account, 
anq/or for accounts of company personnel 
Computing working time records for employees 
Recording employees' working time 
Calculating payroll using payroll machine 
Pr~paring coin sheet anqlor requesting payroll from bank 
Putting up wages or salaries (cash) 
Keeping books in general accounting system (hand) 
Keeping books in general accounting system (machine) 
Operating statement machine 
Operating billing machine 
Operating posting machine 
Operating cash register 
Checking accounts payable invoices preparatory to pay-
ment--getting O.K. for receipt, condition of goods, etc. 
Keeping records of personal property anq/or real estate 
Keeping records of insurance policies 
Keeping records of investment securities 
Keeping records of financial notes 
Filing statements of claim with common carriers 
Requesting credit reports from Dun and Bradstreet, 
checking ratings and recording 
Requesting special credit information from bank or others 
Securing letters of credit from bank 
Investigating references, personal anQ/or financial, re-
garding customer credit~ personnel purposes, or other 
Operating punch card machine 
Operating tabulating machine 
Operating sorting machine 
Maintaining central stock of office supplies 
Keeping ana/or taking inventory of office supplies 
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Data 
Rank Order of Duty Items According to Frequency of Mention 
in Two Types of Record Keeping Functions 
secretarial Series: 305 : Stenographic Series: 87 
Total performing: 259 (85%) : Total performing: 62 (71%} 
Mental or Machine Calculation (Items 106 through 119) 
Rank Item Resgonses . Rank Item Resgonses . 
No . No. Number Per cent No. No. Number Per cent 
1 106 146 48 l 106 25 29 
2 108 94 31 2 108 21 24 
3 116 90 30 3 115 18 21 
4 107 64 29 4 116 18 21 
5 109 43 14 5 107 16 18 
6 111 37 12 6 109 12 14 
7 110 36 12 7 112 11 12 
8 117 14 5 8 110 9 10 
9 112 13 4 9 111 8 9 
10 113 13 4 10 114 8 9 
11 114 9 3 11 113 5 6 
12 115 7 2 12 117 2 2 
13 119 6 2 13 118 
14 118 2 .6 14 119 
Miscellaneous Record Keeping (Items 120 through 163) 
Rank Item ResEonses . Rank Item Res12onses • 
No. No. l'J'umEer Per cen=E . No. No. l'J'umEer Per cen=E . 
1 120 96 31 1 120 13 15 
2 123 72 24 2 163 13 15 
3 135 72 24 3 162 11 13 
4 163 70 23 4 135 7 8 
5 132 67 22 5 139 7 8 
6 143 66 22 6 129 6 7 
7 162 62 20 7 123 5 6 
8 127 60 20 8 127 5 6 
9 125 56 18 9 132 5 6 
10 136 53 17 10 136 5 6 
(conc l uded on following page) 
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Data (concluded) 
Rank Item Resgonses Rank Item Resgonses 
No. No. Number Per cent . No. No • Number Percent . 
11 137 48 16 11 143 5 6 
12 126 46 15 12 125 4 5 
13 139 46 15 13 131 4 5 
14 129 45 15 14 133 4 5 
15 128 41 13 15 149 4 5 
16 133 40 13 16 155 4 5 
17 138 38 12 17 121 3 3 
18 124 35 11 18 122 3 3 
19 149 31 10 19 124 3 3 
20 151 29 10 20 141 3 3 
21 155 28 9 21 151 3 3 
22 122 27 9 22 156 3 3 
23 130 23 8 23 130 2 2 
24 158 21 7 24 137 2 2 
25 131 20 7 25 138 2 2 
26 156 20 7 26 146 2 2 
27 150 19 6 27 153 2 2 
28 121 16 5 28 154 2 2 
29 153 16 5 29 158 2 2 
30 142 9 3 30 128 1 1 
31 152 9 3 31 140 1 1 
32 154 9 3 32 142 1 1 
33 157 7 2 33 144 1 1 
34 140 5 2 34 147 1 1 
35 141 4 1 35 148 1 1 
36 146 2 .6 36 152 1 1 
37 148 2 .6 37 159 1 1 
38 134 1 .3 38 126 
39 144 1 .3 39 134 
40 145 40 145 
41 147 41 150 
42 159 42 157 
43 160 43 160 
44 161 44 161 
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Recapitulation: Total Number and Percentage of Participants 
Performing According to Series and Type of 
Record Keeping Activity 
Secretarial Stenographic 
Type of Activity Number Per cent Number Per cent 
Mental and Machine calcula-
tions 162 53 40 46 
Miscellaneous record keep-
ing duties 220 72 46 53 
-----------------------------------
---·--
Findings 
1. Tasks involving mental or machine calculation may 
be expected to be found on positions in the Secretarial 
Series, and on positions in the Stenographic Series when the 
nature of the office function being served involves such 
problems. 
2. Item 106, involving mental calculations in the 
solution of routine problems occurs more frequently than any 
of the other tasks listed in both series. It is indicated, 
however, that the secretary may be expected to perform such 
tasks more often than the stenographer, inasmuch as it is 
reported 17 per cent more often than the next ranking task 
by the secretaries, and five per cent more often than the 
next ranking task by the stenographers. 
3. As the next most frequently occurring machines task, 
both groups report the use ~f .the calculating machine for 
problems of a routine nature. Use of the comptometer occurs 
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with greater frequency on the stenographic positions than 
on the secretarial. Occurrence of tasks involving the use 
of machines in the solution of more involved problems is 
reported infrequently by secretaries, and occurrence of 
this type task is negligible among the stenographers. 
4. Miscellaneous record keeping duties may be expected 
to be found on the secretarial position. Although the total 
number of stenographers performing indicates these tasks 
as occurring on roughly 50 per cent of the positions, an 
analysis of the responses to individual items shows infre-
quent occurrence. An examination of the Position Description 
Forms indicates that 40 per cent of the stenographers perform-
ing in this area of office activity, actually indicated per-
formance of only one task. Of the remaining number, eight 
checked only two items with no pattern of similarity among 
the items; four persons checked only three items; and the 
others checked four or more items without producing any 
pattern of similarity. Keeping mailing lists up-to-date was 
the task mentioned most frequently. 
Classification Procedure 
No logical basis was found for examining the Position 
Description Forms for possible series re-allocation in the 
job activity indicated in this function. Performance is im-
portant to this analysis for discriminating factors in the 
level classification. 
Duty Items 
Item 
(7) FUNCTION OF TYPEWRITING 
No. Duties 
164 Typing labels, cards, shipping tickets, etc. 
165 Typing addresses on envelopes 
166 Typing from copy: memos, notices, letters 
167 (not rough draft) manuscripts 
168 specifications 
169 reports 
170 legal forms 
171 Other: (specify} 
172 Typing from rough draft: memos, notices, letters 
173 manuscripts 
174 specifications 
175 reports 
176 legal forms 
177 Other: (specify) 
178 Typing circular letters in quantity 
179 11 Filling in" duplicated letters with data, inside 
address, etc. 
180 . Typing form letters composed of specified form 
paragraphs 
181 Typing form letters selecting the proper form para-
graphs that apply to the situation 
182 Typing mimeograph stencils 
183 Preparing stencils on mimeoscope 
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184 Preparing ditto master copies: Direct process 
185 Preparing ditto master copies (gelatin process) using: 
Ditto type~~iter ribbon 
186 Ditto carbon paper 
187 Ditto pencil 
188 Typing with multiple carbon copies--five or more 
189 Typing on continuous form 
190 Typing information on printed forms: invoices, purchase 
orders, sales orders, stock requisitions, etc. 
191 "Filling in" legal forms: contracts, leases, mortgages, 
proxies, insurance forms, etc. 
192 "Filling in" securities: stocks, bonds 
193 Typing statistical data in previously set-up tabulated 
form 
194 Typing statistical data with responsibility for planning 
the set--up of the tabulation 
195 Typing from dictation to the machine--simple, familiar 
matter 
(concluded on following page) 
Duty Items (concluded) 
Item 
No. Duties 
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196 Typing from dictation to the machine--unfamiliar matter; 
having to decide on format as it is being typed 
197 Composing material at the typewriter--routine, familiar 
matter 
198 Composing material of a more involved nature at the 
machine--having to decide what is to be included or 
omitted 
199 Proofreading own material 
200 Proofreading material prepared by others 
Data 
Rank Order of Duty Items According to Frequency of Mention 
Secretarial Series: 305 : Stenographic Series: 87 
Total performing: 305 (100%) : Total performing: 87 (100%) 
Rank 
No. 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
Item 
No. 
199 
165 
197 
188 
164 
172 
166 
175 
190 
200 
194 
198 
195 
169 
182 
196 
179 
193 
191 
173 
180 
184 
~-R~e~sp~o~n~s~e~s~~--= Rank Item Responses 
Number Per cent : No. No. Number Per cent 
263 
249 
211 
205 
198 
183 
154 
138 
130 
129 
125 
123 
122 
114 
114 
104 
92 
71 
70 
68 
68 
65 
86 
82 
69 
67 
65 
60 
51 
45 
43 
42 
41 
40 
40 
37 
37 
34 
30 
23 
23 
22 
22 
21 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
199 
165 
188 
197 
166 
172 
182 
164 
190 
169 
194 
200 
. 179 
175 
193 
195 
196 
180 
198 
181 
178 
184 
(concluded on following page) 
60 
58 
55 
47 
42 
38 
36 
35 
34 
32 
29 
27 
25 
24 
22 
22 
22 
20 
19 
18 
15 
15 
70 
67 
63 
54 
48 
44 
41 
40 
39 
37 
33 
31 
29 
28 
25 
25 
25 
23 
22 
21 
17 
17 
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Data (concluded) 
Rank Item ResEonses . Rank Item Resgonses . 
No. No. Number Per cent No. No. Number Per cent 
23 170 61 20 23 191 15 17 
24 178 61 20 24 170 13 15 
25 167 59 19 25 168 11 13 
26 176 58 19 26 186 9 10 
27 181 53 17 27 167 8 9 
28 168 49 16 28 173 8 9 
29 174 45 15 29 176 8 9 
30 183 27 9 30 183 6 7 
31 189 26 9 31 189 6 7 
32 186 23 8 32 174 5 6 
33 177 14 5 33 185 4 5 
34 192 14 5 34 177 3 3 
35 171 12 4 35 171 2 2 
36 185 11 4 36 187 1 1 
37 187 4 1 37 192 1 1 
Findings 
1. Typewriting tasks are universally found on both 
secretarial and stenographic positions, with variation 
occurring in the number and variety of typewriting tasks, 
and in their difficulty and responsibility. 
2. Comparative rank order of the tasks discloses that 
tasks of a routine nature, as for example item 178, typing 
circular letters in quantity; item 179, "filling in" dup-
licated letters; !terns 180 and 181, typing form letters; 
Item 182, involving typing ditto master copies, ranked in 
higher position among the duties in this function for the 
stenographic positions than for the secretarial positions. 
Items 191 and 192, involving the handling of legal forms and 
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and of securities, duties which inherently require greater 
responsibility, ranked higher in the secretarial positions. 
3. Comparative rank consideration of the items further 
reveals that the secretaries work from rough draft more often 
than the stenographers. 
4. Comparative rank order shows the secretaries per-
forming more frequently such tasks as composing material at 
the typewriter. There is only one rank difference on item 197, . 
involving familiar, routine material, but the secretaries 
ranked item 198, involving composition of more involved 
material, twelfth place, while the occurrence of this task 
among the stenographers ranked it in nineteenth place. 
5. Comparative rank order of items 195 and 196, con-
cerning typing from dictation to the machine, of simple 
familiar matter and of unfamiliar matter respectively, did 
not show too much distinction between the positions in the 
two series, but in both instances the tasks ranked higher 
in the secretarial series. Both these tasks require more 
than ordinary skill and ability and are important to level 
classification as they related to other factors described in 
a particular position. 
6. A common factor in both series is found in ~tern 118, 
which involves typing with multiple carbon copies--five or 
more. This item ranks third for the stenographers and fourth 
for the secretaries. 
(8) FUNCTION OF DICTATING AND TRANSCRIBING 
Dut_y Items 
Item 
No. Duties 
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201 Taking dictation over phone 
202 Taking dictation: Longhand 
203 Shorthand (handwritten--any system) 
204 Machine Shorthand 
205 Transcribing dictation: Longhand notes 
206 Shorthand notes 
207 Machine Shorthand notes 
208 Machine--cylinders 
209 discs 
210 belts 
211 wire recorder 
212 tape recorder 
213 Composing and dictating material of a familiar and 
routine nature to: Stenographer 
214 Dictating machine 
215 Typist 
216 Composing and dictating material of a more involved 
nature to: Stenographer 
217 Dictating machine 
218 Typist 
Data 
Rank Order of Duty Items According to Frequency of Mention 
Secretarial Series: 305 Stenographic Series: 87 
Total performing: 294 (96%) . Total performing: 87 (100%) . 
Rank Item Res_p.onses . Rank Item Res12onses . 
No. No. Number Per cent . No. No. Number Per cent . 
1 203 283 93 1 203 82 94 
2 206 283 93 2 206 82 94 
3 201 159 52 3 201 21 24 
4 213 29 10 4 208 14 16 
5 205 25 8 5 205 7 8 
6 208 25 8 6 213 4 5 
7 209 20 7 7 202 3 3 
8 215 13 4 8 209 2 2 
(concluded on following page) 
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~ (concluded) 
• - • # ~ 
Rank - Item Res12onses .. Rank .· Item · Re S:Qonse s 
No. No. Number Per cent No. No. Number Fer cent . 
9 202 11 3.6 9 204 1 1 
10 216 11 3.6 10 214 1 1 
11 210 7 2 11 215 1 1 
12 211 7 2 12 216 1 1 
13 -218 7 2 13 217 1 1 
14 207 5 1.6 14 218 1 1 
15 212 5 1.6 15 207 1 1 
16 204 4 1 16 210 
17 214 3 1 17 211 
18 217 2 .6 18 212 
Findings 
1. Taking dictation and transcribing dictation is a 
common element in both secretarial and stenographic jobs. 
-
2. Some method of hand shorthand was universally re-
ported for taking dictation, item 203. There were only seven 
instances, four secretaries and three stenographers, who re-
ported no use of shorthand, but who did transcribe using 
some form of transcribing machine, items 208 through 212. 
Some of those responding to i terns_ 203 and .206, concerned with 
hand shorthand, reported performance on .the . machine transcrip-
, . 
tion items also. The total number having . occasion o~ their 
jobs to do machine transcription, including the seven who 
did not do shorthand transcription as weil as those who did 
-both shorthand and machine transcription, consisted of fifty-
-
two secretaries, 17 per cent, and twenty-one stenographers, 
25 per cent. 
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3. In connection with tasks involving composition and 
--
dictation of material either to a stenographer, to a typist, 
or using a dictating machine, thirty-eight secretaries, 12 per 
cent, and seven stenographers, eight per cent, responded. Of 
-
the secretaries, twenty-seven reported tasks involving routine, 
familiar material, nine reported performing tasks involving 
both routine, familiar material as well as tasks involving the 
composition and dictation of unfamiliar material, and one 
reported only composing and dictating material of a more in-
volved nature to a typist. 
4. Item 20+,taking dictation over the phone, is a 
discriminating task, occurring more frequently on the secre-
tarial position than on the stenographic. 
5. Transcription from script, item 202 and item 205, 
and the use of machine shorthand, items 204 and 207, were 
reported so infrequently as to be negligible classification 
elements on these positions. 
Classifica~ Procedure 
No logical basis was found for examining the Position 
Description Forms for possible series re-allocation in the 
job activity. indicated in this function. The tasks are 
important to this analysis in . their contribution to detailed 
position descriptions, and for discriminating factors in 
t he level assigna t ion, where the character of the tasks and 
the length of time given to them may be determining factors. 
Duty Items 
Item 
( 9) FUNCf ION OF SECRETARIAL ACf IVITY 
No. Duties 
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219 Administering tests for employment or other personnel 
purposes 
220 Checking on absenteeism (plant or office) 
221 Arranging vacation schedule for employees 
222 Collecting office contributions for personnel purposes 
223 Keeping engagement calendar for employer 
224 Planning schedule of work anq/or engagements for em-
ployer, anq/or reminding him of these things 
225 Planning itineraries for company personnel 
226 Making travel reservations: hotel, train, plane, ship 
227 Making arrangements for conferences for employer 
228 Planning agenda for company or employer meetings 
229 Abstracting incoming mail or material on file, informing 
yourself regarding details about accounts, customers,etc. 
230 Securing, abstracting, compiling material from library 
or sources anq/or preparing it in report form 
231 Editing manuscript or other prepared material of this 
nature 
232 Attending business lectures or meetings and reporting 
233 Acting as notary public 
234 Clipping coupons from investments for employer or company 
235 Preparing income tax returns for employer or firm 
(compiling figures and performing calculations) 
236 Opening and closing safe with full or shared responsibility 
Data 
Rank Order of Duty Items According to Frequency of Mention 
Secretarial Series: 305 . Stenographic Series: 87 . 
Total performing: 264 (87%) Total performing: 32 (37%) 
Rank Item Res12onses . Rank Item Responses • 
No. No. Number Per cent . No. No • Number Per cent . 
1 223 175 57 1 222 13 15 
2 224 157 51 2 226 12 15 
3 226 149 49 3 223 8 9 
(concluded on following page) 
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Data (concluded) 
Rank Item ResEonses . Rank Item ResEonses . 
No. No. Number Per cent . No. No. Number Per cent . 
4 229 108 35 3 224 8 9 
5 227 86 28 5 229 7 8 
6 222 63 21 6 236 5 6 
7 236 57 19 7 220 4 5 
8 221 43 14 8 221 3 3 
9 220 33 11 9 232 3 3 
10 231 33 11 10 227 2 2 
11 225 29 10 11 230 2 2 
12 232 29 10 12 235 2 2 
13 230 28 9 13 219 1 1 
14 235 28 9 14 225 1 1 
15 228 24 8 15 228 1 1 
16 219 18 6 16 231 1 1 
17 233 14 5 17 234 1 1 
18 234 2 1 18 233 
Findings 
1. Miscellaneous secretarial tasks are prevalent on 
the secretarial position and largely absent on the stenographic 
position. 
2. The two top-ranking miscellaneous secretarial duties 
performed by stenographers are of such a nature as to be in-
cidental tasks on these jobs. Item 222 involves collecting 
office contributions for personnel purposes, and ltem 226, 
making travel reservations. There was no pattern of activity 
exposed in the stenographic positions, but 18 of those report-
ing in this function indicated performance of three or fewer 
duties; 13 of this group checked only one duty, three checked 
two duties, and two checked three duties. 
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Classification Procedure 
Stenegraphic Series. The Pos~tion Description Forms 
for the stenographers performing in this function were re-
examined. It was found, however, that other factors made 
them more logically stenographic positions than secretarial. 
Performance was found to be incidental in nature, or im-
portant in allocation to levels--positions at the senior 
level involving some activity in one or two of the less 
difficult secretarial duties. 
Secretarial Series. The Position Description Forms for 
the secretaries not performing in this function were re-
examined. In each instance other factors, for example duties 
as they relate one to another, and variety, difficulty, and 
responsibility, made allocation to the Secretarial Series 
the logical one. 
Class Allocation. This procedure involved close 
scrutiny of the data, function by function, as it was re-
ported for the series allocation. The classifier's decision 
as to which duties composed the positions at the various 
levels was influenced by the following factors: (1) common 
and differential elements exposed by the numerical data; 
(2) intrinsic quality (difficulty and responsibility) involved 
in the performance of isolated tasks, related tasks, or a 
procedure sequence; (3) number and variety of tasks involved 
in the required performance on a given job exclusive of 
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"accidental 11 or "incidental" duties, and the nature of those 
tasks; (4) presence of checking and supervising duties and 
the character of the tasks involved; (5) nature and variety 
of functions served, and the routineness or lack. of it in 
the tasks involved; (6) variable factors in terms of special-
ized job knowledges or terminologies; (7) recognition that at 
any level the worker may be called on to perform tasks in-
volved in the next lower or higher level occasionally because 
of organizational structure, convenience of the personnel, 
or in preparation for promotion to the next job level. 
The third factor above, referring to number and variety 
of tasks, is clarified when it is considered that a variety 
of repetitive, routine tasks composing the job would make 
greater demands on the worker than a large amount of time 
given to one task; but a variety of routine, repetitive tasks 
would not require as much ability of the worker as would a 
variety of tasks including one or more of a more difficult 
nature. 
In considering the extent, in terms of hours and minutes, 
to which the worker was engaged in the various tasks, actual 
time reported by the respondents served only in a negative 
way in arriving at the position descriptions. That is, a 
large amount of time given to a single task--as for example 
time devoted to dictation and transcription--was considered 
only from the standpoint of the consequent reduction in 
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number and variety of duties performed, and not as a precise 
time element. These tasks (taking dictation and transcribing) 
were consistently reported as the task occupying more of the 
worker's time than any other single task, and the data was 
used in the verification of the position description alloca-
tion rather than in connection with the allocation process 
assigning the positions to the respective levels. The data 
reported on time given to these tasks, however, was later 
incorporated in the position descriptions for the various 
levels. 
Series o.' escriptions. and p·osi tion e:escriptions. It is by 
no means intended that these descriptions shall be considered . 
as inflexible boundaries of the levels described, and that a 
particular position must be composed of the specific combina-
tion of elements mentioned if it is to be allocated to a 
certain level. The t~st of proper allocation is more con-
cerned with number, variety, and inherent difficulty and 
responsibility of tasks composing the position, and whether 
they are performed as isolated tasks, or with responsibility 
for related tasks, or in a procedure sequence, plus the number, 
variety, and nature of the functions served. 
The intention is that positions held by members of this 
population, which logically belong at the ,Junior level of the 
Stenographic Series, for example, probably will have the 
composition of the Position Description presented as a con-
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elusion of this study. However, a given position may involve 
other duties found at higher or lower levels; and, when a 
difficult and responsible task is introduced, making a con-
siderable demand upon the ability of the worker, there is 
justification for allocating the position to a higher level, 
even though it conforms with the description at a given level 
in every respect but this one task. Furthermore, it is 
possible that a position conforming in all respects to the 
description of a given level in a particular series, may, 
because of the nature of the business (involving specialized 
knowledge of a more difficult nature than general job knowl-
edge}, belong in a higher category. 
Series descriptions and ~osition descriptions are pre-
sented on the following pages. The Series descriptions are 
composed of (1) ;Qommon .:elements, and (2) Variable elements 
found generally throughout the series'. The position descrip-
tion for each level is introduced with a statment of the 
general nature of the duties composing the job, whether the 
tasks are generally performed as isolated duties or with 
responsibility for related tasks anq/or a procedure sequence, 
and the presence of checking and supervisory activities. 
Aspects of the position at each level are described in 
the following order: 
(a) A statement of the extent of the dictating and 
transcribing tasks which commonly form the major duty. 
(b) A statement of the tasks performed in the type-
writing function, this being a major related activity. 
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(c) A statement of the tasks performed in the other 
office functions included in the Position Description Form, 
and presented in the same order as in the inquiry form. 
In all functions except that of taking dictation and 
transcribing, and in that function when tasks occur other 
than this major task, individual tasks are grouped according 
to whether they occur "commonly," "occasionally, 11 or "infre-
quently." Application of these terms refers to probable 
occurrence of the various tasks as component parts of the 
position level described, on the basis of numerical data 
reported and the technical judgment of the classifier. There 
is no implication in this use of these terms, as to frequency 
of occurrence on individual positions. For example, the task 
of "Receiving or making inter-plant or local phone calls," 
is reported as occurring "infrequently" on the intermediate 
level positions in the Stenographic Series. This means that 
it may or may not be a part of this position, and not that it 
is performed on this position, but at infrequent intervals, 
although the latter may actually be a characteristic of 
individual positions. 
Common Elements 
Stenographic Series 
Series Description 
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Stenographic positions on which this population finds 
employment are composed principally of tasks involving the 
following: (1) taking dictation by hand-shorthand and 
transcribing notes; (2) miscellaneous typewriting duties, 
usually of a routine repetitive nature; (3) proof-reading 
responsibility for own work. 
Variable Elements 
Length of time given to the tasks of taking dictation and 
transcribing differs according to the class level of the 
position. At the Intermediate and Senior levels the por-
tion of time devoted to these tasks decreases and duties 
in other office functions may be found to be a part of the job. · 
Typewriting tasks include those of a routine, repetitive 
nature, plus some of a more difficult and responsible 
character at the higher levels in this series. 
Routine, repetitive tasks in other office functions may occur 
at the Intermediate and Senior levels, usually as isolated 
duties, not commonly in connection with a procedure sequence, 
unless it is a less difficult sequence, as for example 
series of tasks in mailing anq/or filing functions. 
Occasionally, at the upper levels, stenographic positions 
include a second major task such as bookkeeping duties, 
billing, or other record keeping tasks characteristic of 
a particular type of industrial activity. 
Except when the stenographic position is combined with that 
of Receptionist, or when the nature of the job requires 
contact with the public generally--accepting payments, 
making appointments with clients, students, ~tc.--recep­
tionist duties are not commonly a part of the stenog-
raphic position. 
• 
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Checking duties, in one or possibly two office functions, 
and limited supervisory duties, may occur on Senior level 
positions in this series. 
Position Descriptions 
Junior Level 
Positions at this level are composed largely of taking dic-
tation and transcribing, and a limited number and variety 
of routine typewriting tasks, with no responsibility for a 
sequence of tasks. 
*** 
Taking dictation by hand-shorthand and transcribing notes 
commonly occupies more than half of the ·work-week time. 
Typewriting duties may include the following: 
Commonly: Typing labels, cards, shipping tickets, etc. 
Typing addresses on envelopes 
Typing circular letters in quantity 
"Filling in" duplicated letters with date, 
_ inside address, and other information 
Typing form letters composed of specified form 
paragraphs . 
Typing from copy (not rough draft): memos, 
notices, letters 
Typing information on printed forms: invoices, 
purchase orders, sales orders, stock requisi-
tions, etc. 
Typing statistical data in previously set-up 
tabulated form 
Typing ditto master copies (usually direct process) 
Occasionally: Typing mimeograph stencils 
Typing with multiple carbon copies--five or more 
Other tasks: 
Commonly: Responsible for proof-reading own material 
Occasionally: May be required to perform some isolated 
routine tasks found on Intermediate level 
positions in this series 
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Intermediate Level 
Positions at this level are composed largely of taking dic-
tation and transcribing, plus a limited number and variety 
of routine, isolated tasks in one or two other functions. 
Generally no responsibility is present for a sequence of 
tasks, but may occasionally occur in connection with routine 
functions such as filing or mailing. Occasionally may be 
required to perform one or a .few tasks of a more difficult 
nature. 
*** 
Taking dictation by hand-shorthand and transcribing notes 
commonly occupies up to three-fourths of the work-week time. 
Typewriting duties may include the following: 
Commonly: Typing labels, cards, . shipping tickets, etc. 
Typing addresses on envelopes 
Typing mimeograph stencils 
Typing ditto master copies (usually direct process) 
Typing statistical data in previously set up 
tabulated form 
Typing with multiple carbon copies--five or more 
Occasionally: Typin~ from copy (not rough draft): memos, 
not~ces, letters, reports 
Infrequently: 
Typing from rough draft: memos, notices, 
letters, reports 
Typing circular letters in quantity 
"Filling in" duplicated letters with date, 
_ inside ad(iress, and other information 
Typing form letters composed of specified 
form paragraphs 
Typing form letters selecting the proper form 
paragraphs that apply to the situation 
Typing statistical data requiring your own 
planning of the set up o~ the tabulation 
Typing on continuous forms 
Typing from dictation to the typewriter--
simple, familiar matter 
Receptionist duties required in connection with a major 
activity of the position, may include the following: 
Occasionally: Receiving business callers 
229 
Securing and giving necessary information to 
customers, clients, students, etc. 
Making a record of personnel information or 
any other information required 
Telephone duties may include the following: 
Infrequently: Receiving or making inter-plant or local 
phone calls 
Making a record of names and information 
involved in local or inter-plant phone calls 
Sending telegrams composed by others 
Mailing duties may include the following: 
Commonly: Outgoing Mail 
Checking enclosures anq/or securing necessary 
enclosures 
Folding letters 
Collating enclosures 
Inserting material in envelopes 
Sealing envelopes (usually manually) 
Affixing stamps (usually manually) 
Occasionally: Interoffice Mail 
Collecting from various personnel in office 
or plant 
Sorting and distributing 
Filing duties may include the following: 
Occasionally: Rough sorting for filing 
Filing correspondence or other business papers 
in straight alphabetic files 
Infrequently: Locating and pulling correspondence or other 
business papers from the files 
Preparing new folders for the files 
Record Keeping duties may include the following: 
Infrequently,: Doing (mentally) arithmetic problems of a 
routine nature involving few figures 
Operating calculating machine for problems 
of a routine nature involving addition 
other duties: 
Commonly: Responsible for proof-reading own material 
Occasionally: May be required to perform some isolated 
routine tasks found on the Senior level 
positions in this series 
Senior Level 
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Positions at this level are composed of taking dictation and 
transcribing, plus miscellaneous typewriting duties--some 
routine and some of a more difficult nature, and usually 
some duties in one or two other functions. May be responsible 
for a sequence of duties, usually of a routine natur~ in 
mailing or filing functions. Checking duties in one or 
possibly two of the routine office functions may be present, 
and possibly limited supervisory duties. 
*** 
Taking dictation by hand-shorthand and transcribing notes 
commonly occupies up to one-half of the work-week time. 
Typewriting duties may include the following: 
Commonly: Typing labels, cards, shipping tickets, etc. 
Typing addresses on envelopes 
Typing from copy (not rough draft): memos, 
notices, letters, reports 
Typing from rough draft: memos, notices, letters, 
reports 
Typing form letters composed of specified form 
paragraphs 
Typing form letters selecting the proper form 
paragraphs that apply to the situation 
Typing mimeograph stencils 
· Typing ditto master copies (usually direct process) 
Typing with multiple carbon copies--five or more 
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Typing information on printed forms: invoices, 
purchase orders, sales orders, stock requisi-
tions, etc. 
Typing statistical data in previously set up 
tabulated form 
Typing statistical data requiring your own plan-
ning of the set up of the tabulation 
Occasionally: 
Infrequently: 
Typing circular letters in quantity 
"Filling in" duplicated letters with date, 
inside address, and other information 
Typing on continuous forms 
"Filling in 11 legal forms: contracts, leases, 
_ mortgages, proxies, insurance forms, etc. 
Typing from dictation to the typewriter--
simple, familiar matter 
Typing from dictation to the typewriter--
unfamiliar matter, having to decide on 
format as it is being typed 
Composing material at the typewriter--routine, 
familiar matter 
Composing more involved material at the type-
writer--having to decide what is to be 
included or omitted 
Receptionist duties may include the following: 
Occasionally: May be required to perform the following in 
connection with a major duty of the position: 
Receiving business callers · 
Securing and giving necessary information to 
customers, clients, students, etc. 
Making a record of personnel information, or 
other information required 
Receiving payments from clients, students, etc. 
Infrequently: May be required to perform the following in 
the receptionist sense of the task: 
Receiving business callers 
Making a record of the caller's name, title, 
company, and the purpose of the call, and 
referring to executive involved 
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Telephone duties may include: 
Occasionally: Receiving anq/or making inter-plant or local 
phone calls 
Sending telegrams composed by others 
Preparing a record of the name and information 
involved in inter-plant or local phone calls 
Infreguently: Receiving or making long distance phone calls 
Receiving telegrams, cablegrams, radiograms 
Mailing duties may include the following: 
Commonly: Routine tasks in connection with Outgoing M2i!, 
usually with responsibility for a procedure 
sequence, including: 
Checking enclosures anq/or securing necessary 
enclosures 
Folding letters; collating enclosures; inserting 
material in envelopes 
Sealing envelopes (usually manually) 
Affixing stamps (usually manually) 
Infreguently: Isolated tasks in connection with Incoming 
Mail, ~ncluding: 
, Opening mail (usually manually) 
Distributing to proper personnel 
Isolated tasks in connection with Outgoing 
Mail, including: 
Calculating postage for letters anq/or other 
mail 
Registering anq/or insuring mail of any kind 
Maintaining salesmen's route lists 
Interoffice Mail tasks with responsibility 
for a procedure sequence, including: 
Collecting from various personnel in office 
and plant 
Sorting and routing 
Distributing 
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Filing duties may include the following: 
Commonly: Isolated routine tasks, including: 
Inspecting material for release for filing 
Reading to determine under what title to file 
Rough sorting for filing 
Filing correspondence and other business papers 
using straight alphabetic filing system 
Filing card records (not Kardex) 
Locating and pulling correspondence or cards 
from the files 
Occasionally: Responsible for a sequence of tasks listed 
in the preceding category 
Infrequently: 
Preparing new folders for the files 
One or several isolated miscellaneous tasks, 
including: 
Filing in visual index files: Kardex (cards) 
Providing for cross referencing 
Determining when new individual folders should 
be established 
Establishing and preparing guides for files 
for correspondence or other business papers, 
forms, or cards 
Ope~ating sheet tickler, follow-up or pending 
f~le 
Transferring material to inactive files 
Record Keeping duties may require performance of isolated 
tasks, including the following: 
Occasionally: 
Infrequently: 
Mental arithmetic calculations of a routine 
nature, involving few figures 
Machine calculations of a routine nature, 
involving few figures, using the calculating 
machine usually, and the adding-listing 
machine less frequently, involving addition 
Hand-bookkeeping and payroll tasks, when the 
position combines duties in these functions 
with stenographic and typing duties 
Isolated tasks, including: 
Preparing currency for de~osit 
Preparing bank deposit sl~p 
Delivering deposit to bank 
Reconciling monthly bank statement for company 
account or that of company personnel 
Machine calculations of a routine nature 
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involving multiplication, subtraction, and 
division, using a calculating machine, 
comptometer, or adding-listing machine 
Keeping mailing list(s) up-to-date 
Making and/or recording disbursements from 
petty cash 
Checking expense accounts for salesmen anq/or 
other personnel 
Maintaining central stock of office supplies 
Keeping anq(or taking inventory of office 
supplies 
Secretarial duties may include the following: 
Occasionally: Collect office contributions for personnel 
purposes 
Infrequently: 
Other tasks: 
Make travel reservations: hotel, train, 
plane, ship 
Keep engagement calendar for employer 
Abstract incoming mail or material on file 
Commonly: Responsible for proof-reading own material 
Occasionally: 
Infrequently: 
Responsible for proof-reading material 
prepared by others 
Checking duties~ in one or possibly two of 
the more routine functions--mailing, filing 
May be required to perform some of the tasks 
found on the Junior Level of the Secre-
tarial Series 
Supervisory duties in one or possibly several 
of the office functions 
Supervisory Level 
The number and variety of duties performed on ·this 
level may be expected to be more limited than on Senior level 
positions in this series, because of the time given to super-
visory tasks. 
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The supervisory responsibilities are commonly confined 
to the stenographic and filing functions. Occasionally 
checking duties are combined with supervision. Responsibility 
for proof-reading material prepared by others is uniformly 
present. 
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Secretarial Series 
Series Description 
Common Elements 
Secretarial positions on which this population finds 
employment are composed of tasks involving (1) taking dic-
tation by hand-shorthand and transcribing notes; (2) a 
variety of miscellaneous typewriting duties including those 
of a more difficult and responsible nature as well as routine, 
repetitive tasks; (3) proof-reading responsibility for own 
work; (4) a variety of tasks found usually in all·, or nearly 
all of the other office functions. 
Variable Elements 
Length of time given to the tasks of taking dic.tation and 
transcribing differs according to the class level of the 
position. In this series, the portion of the work-week 
time given to these tasks seldom exceeds more than one-
half of the total hours, the time decreasing as the level 
of the position becomes higher and the variety of tasks 
performed becomes more extensive, and more difficult and 
responsible in nature. In situations where the type of 
business is such (legal work, for example) as to require 
it, the time element may be greater on higher level 
positions, than it is in other types of business. 
Tasks in the typewriting function may include any of those 
found on lower level positions, but with less frequency, 
as well as tasks of a more difficult and responsible 
nature. 
Miscellaneous tasks in other office functions increase in 
variety and difficulty at the upper levels in this series. 
Responsibility for procedure sequences rather than for 
isolated tasks in a functional area occurs more often at 
the higher levels, where the secretary occasionally dele-
gates isolated and routine tasks to an employee holding 
a lower level position. 
. .... ........ _-.,.__ 
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In some instances the secretary is responsible for proof-
reading the work prepared by others and for checking and 
supervising the work of others. 
Position Descriptions 
Junior Leyel 
Positions at this level are composed of taking dictation and 
transcribing, plus a variety of tasks in several of the other 
office functions. The tasks are more often of a more diffi-
cult and responsible nature than on the next lower class 
level; tasks are sometimes performed as isolated duties, 
but occasionally there is responsibility for related duties 
and procedure sequences in routine functions; seldom re-
sponsible for a procedure sequence in more than one of the 
more difficult and responsible functions, such as, petty 
cash, banking, etc. 
*** 
Taking dictation by hand-shorthand, and transcribing notes, 
occupies one-half or less of the work-week time in approxi-
mately seventy per cent of the positions allocated to this 
level, and seldom more than three-fourths of the time. 
Typewriting duties may include the following: 
Commonly: Typing labels, cards, shipping tickets, etc. 
Typing addresses on envelopes 
Typing from copy (not rough draft): memos, 
notices, letters, reports 
Typing from rough draft: memos, notices, letters, 
reports 
Typing with multiple carbon copies--five or more 
Typing statistical data in previously set up 
tabulated form 
Typing statistical data requiring your own plan-
ning of the set up of the tabulation 
Occasionally: Typing form letters composed of specified form 
paragraphs 
Typing mimeograph stencils 
Typing information on printed forms: invoices, 
purchase orders, sales orders, stock requisi-
tions, etc. 
"Filling in 11 legal forms: contracts, leases, 
mortgages, proxies, insurance forms, etc. 
Infrequently: 
• 
Typing from dictation to the typewriter--
simple, familiar matter 
Typing from dictation to the typewriter--
unfamiliar matter, having to decide on 
format as it is being typed 
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Composing material at the typewriter--routine, 
familiar matter 
Typing from copy (not rough draft): manuscript 
Typing circular letters in quantity 
"Filling in" duplicated letters with date, 
_ inside address, and other information 
Typing form letters composed of -specified form 
paragraphs 
Preparing stencils on mimeoscope 
Composing more involved material at the type-
writer--having to decide what is to be 
included or omitted 
Receptionist duties may include the following: 
Occasionally: Receiving business callers 
Making a record of caller's name, title, 
company, and the purpose of the call, and 
referring it to the executive involved 
Infrequently: Securing and giving necessary information 
to visitors 
Messenger duties may include the following: 
Occasionally: 
Infrequently: 
Doing miscellaneous errands inside anq/or 
outside office or plant 
Collecting anq/or delivering written memos 
within the office or plant 
Telephone duties may £nclude the following: 
Commonly: Receiving anq/or making inter-plant or local · 
phone calls 
Making a record of the names and information 
involved in making and/or receiving phone calls 
Receiving telegrams 
Sending telegrams composed by others 
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Infrequently: Operating inter-office call system, or any 
auxiliary -internal communication apparatus 
Mailing duties may include the following: 
Commonly: Responsibility for a sequence of tasks involving 
Outgoing Mail, including: 
Checking enclosures anq/or securing necessary 
enclosures 
Folding letters; inserting material in envelopes 
Sealing envelopes (usually manually) 
Occasionally: Isolated tasks involving Incoming Mail, 
including: 
Routing personal unopened mail 
Distributing mail 
Maintaining salesmen's route lists 
Infrequently: Isolated tasks including the following: 
Incomin_g M2.!,!: 
CAltgoing Mail: 
Interoffice 
Mail: 
Miscellaneous: 
Opening mail (usually manually) 
Routing mail to proper personnel 
Collating enclosures . 
Affixing stamps (usually manually) 
Preparing mail for master 
envelopes for salesmen or 
branch office or plant 
Collecting from various per-
sonnel in plant and office 
Sorting and routing 
Distributing 
Purchasing postage stamp supply 
at Post Office 
Filing duties may include the following: 
Commonly: Filing correspondence or other business papers in 
straight alphabetic files 
Locating and pulling correspondence or other busi-
ness papers from the files 
Occasionally: 
Infrequently: 
Indexing · for straight alphabetic filing 
Rough sorting for filing 
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Determining when new individual folders should 
be established 
Preparing new folders for the file 
Establishing and preparing guides for files 
for correspondence or other business papers, 
forms, or cards. 
Operating card tickler, follow-up, or pending 
file 
Transferring material to inactive files 
Inspecting material for release for filing 
Reading to determine under what title to file 
Filing in visual index files: Kardex (cards) 
Filing in visual index files: Visible Index 
Operating sheet tickler, follow-up or pending 
file 
Maintaining catalogue file 
Destroying unwanted records at transfer periods 
Record Keeping duties may include the following: 
Occasionally: 
Infrequently: 
Mental arithmetic calculations of a routine 
nature, involving few figures 
Machine calculations of a routine nature, 
involving few figures, using the calculating 
machine usually, and the adding-listing 
machine less frequently, involving addition 
Keeping mailing list(s) up-to-date 
Checking expense accounts for salesmen anQ/or 
other personnel 
Making anq/or recording disbursements from 
petty cash 
Posting petty cash slips 
Maintaining petty cash fund--ealancing and 
replenishing · . 
Obtaining currency from bank for postage, 
petty cash, etc. 
Preparing promissory notes, drafts, etc. 
Endorsing checks for deposit 
Preparing currency for deposit (usually manually) 
Preparing bank deposit slip 
Delivering bank deposit to bank 
Reconciling monthly bank statement for account(s) 
of company personnel 
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Requesting credit reports from Dun and Brad-
street, checking ratings and recording 
Maintaining central stock of office supplies 
Keeping and/or taking inventory of office 
supplies 
Stenographic duties may include the following in addition to 
the transcription duties reported earlier: 
Infrequently: Taking dictation over the phone 
Transcribing from script notes 
Transcribing from machine dictation--cylinders 
Composing and dictating material of a familiar 
routine nature to a stenographer 
Secretarial duties may include the following: 
Occasionally: Collecting office contributions for personnel 
purposes 
Other tasks: 
Keeping engagement calendar for employer 
Making travel reservations: hotel, train, 
plane, ship 
Abstracting incoming mail or material on file 
Opening and closing safe with shared responsi-
bility 
Commonly: Responsible for proof-reading own material 
Occasionally: Responsible for proof-reading material pre-
pared by others 
May be required to perform other tasks found 
at the Senior Level of the Stenographic 
Series or at the Intermediate Level of the 
Secretarial Series 
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Intermediate Level 
Positions at this level are composed of taking dictation and 
transcribing, plus a variety of tasks in nearly all of the 
other office functions. The variety of possible tasks in-
creases at this level with a larger number of more difficult 
and responsible tasks present. In addition to responsibility 
for a greater number of related tasks, there may be responsi-
bility for a greater number of task sequences including those 
of a more difficult and responsible nature such as those 
involving petty cash and banking. 
*** 
Taking dictation by hand-shorthand, and transcribing notes, 
occupies one-half or less of the work-week time in approxi-
mately eighty per cent of the positions allocated to this 
level, and not more than three-fourths of the time. 
Typewriting duties may include the following: 
Commonly: Typing addresses on envelopes 
Typing from ·copy (not rough draft): memos, letters, 
notices, reports 
Typing from rough draft: memos, notices, letters, 
reports 
Typing with multiple copies--five or more 
"Filling in" legal forms: contracts, leases, 
mortgages, proxies, insurance forms, etc. 
Typing statistical data in previously set up 
tabulated form 
Typing statistical data with responsibility for 
planning of the set up of the tabulation 
Typin~ from dictation to the typewriter--simple, 
fam1.liar matter 
Typing from dictation to the typewriter--
unfamiliar matter; having to decide on the 
format as it is being typed 
Composing material at the typewriter--routine, 
familiar matter 
Composing more involved material at the type-
writer--having to decide .what is to be 
included and what omitted 
Occasionally: Typing labels, cards, shipping tickets, etc. 
Typing from copy (not rough draft): manuscripts 
Typing from rough draft: manuscripts 
Typing form letters selecting the proper form 
paragraphs that apply to the situation 
243 
Typing mimeograph stencils 
Preparing ditto master copies (usually direct 
process 
Typing information on printed forms: invoices, 
purchase orders, sales orders, stock 
requisitions, etc. 
"Filling in" securities: stocks, bonds 
Typing from copy (not rough draft): specifi-
cations, legal forms 
Infrequently: Typing from rough draft: specifications, 
legal forms 
Typing circular letters in quantity 
Preparing stencils on the mimeoscope 
Receptionist duties may include the following: 
Commonly: Making a record of caller's name, title, company, 
and the purpose of the call, and referring it 
to executive involved, usually occurs when 
someone else "receives the caller," and passes 
the information along to the secretary 
Occasionally: Receiving business callers 
Securing and giving necessary information 
to visitors 
Infrequently: Arranging appointments for company personnel 
Messenger duties may include the following: 
Occasionally: 
Infrequently: 
Collecting anq/or delivering written memos 
within the office or plant 
Collecting anq/or delivering oral memos 
within the office or plant 
Doing miscellaneous errands inside anq/or 
outside office or plant 
Escorting visitors to various parts of the 
office or plant 
Telephone activities may include the following: 
Commonly: Receiving or making inter-plant phone calls or 
local phone calls outside the plant 
Keeping records of names and information involved 
in making anq/or receiving local or inter-plant 
phone calls 
Occasionally: 
Infrequently: 
244 
Receiving or making long distance phone calls 
Receiving telegrams, cablegrams, radiograms 
Sending telegrams, cablegrams, radiograms 
composed by others 
Operating inter-office call system, or any 
auxiliary internal communication· apparatus 
Composing telegrams, cablegrams, radiograms, 
and sending, or giving to someone else to 
send 
Mailing duties may include the following: 
Commonly: Outgoing Mail 
Checking enclosures anq/or securing necessary 
enclosures 
Folding letters; collating enclosures; inserting 
material in envelopes 
Sealing envelopes (usually manually} 
Occasionally: Incoming Mail 
Sorting; opening mail (usually manually} 
Checking enclosures 
Reading mail for distribution 
Routing mail to proper personnel 
Routing personal unopened mail 
Outgoing Mail 
Sorting; collating enclosures; affixing 
stamps (usually manually} 
Registering anq/or insuring mail of any kind 
Tracing mail of any kind 
Forwarding mail 
Directing mail to salesmen, branch office or 
plant , 
Purchasing postage stamp supply at Post Office 
Infrequently: Incoming Mail 
Obtaining mail from Post Office 
Stamping mail with time anq(or date stamp 
Distributing mail 
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Outgoing Mail 
Weighing letters anq/or packages 
Wrapping packages 
Calculating postage for letters anq/or other 
mail 
Preparing mail for master envelopes for sales-
men or branch office or plant · 
Miscellaneous Mail Duties 
Keeping record of stamp inventory 
Requisitioning stamps 
Filing duties may include the following: 
Commonly: Rough sorting for filing 
Filing correspondence or other business papers 
in straight alphabetic files 
Locating and pulling correspondence or other 
business papers from files 
Occasionally: Inspecting material for release for filing 
Reading to determine under what title to file 
Coding or indexing for straight alphabetic 
Infrequently: 
filing 
Filing cards any size (other than Kardex) 
Operating card and/or sheet tickler, follow-
up or pending file 
Maintaining catalogue file 
Transferring material to inactive files 
Destroying unwanted records at transfer periods 
Keeping scrap book 
Maintaining business library of reference 
books and materials 
Coding or indexing for subject files 
Filing correspondence or other business papers 
in subject files 
Filing in visual index files--Kardex (cards) 
Filing in visual index files--Visible Index 
Record Keeping duties may include the following: 
Commonly: Maintaining checking account for company or company 
personnel 
Endorsing checks for deposit 
• 
Preparing currency for deposit (manually) 
Preparing bank deposit slip 
Delivering bank deposit to bank 
Reconciling monthly bank statement for company 
account, anQ/or for accounts of company per-
sonnel 
2~ 
Occasionally: Mental arithmetic calculations of a routine 
nature, involving few figures 
Machine calculations of a routine nature, 
involving few figures, using the calculat-
ing machine usually, and the adding-listing 
machine less frequently, involving addition 
Keeping mailing list(s) up-to-date 
Making and recording disbursements from 
petty cash 
Posting petty cash slips 
Maintaining petty cash fund--balancing and 
replenishing 
Obtaining currency from the bank for postage, 
petty cash, etc. 
Checking expense accounts for salesmen anQ/or 
other company personnel 
Preparing checks for accounts payable--against 
company anQ/or company personnel accounts 
Preparing promissory notes, drafts, etc. 
Computing working time records for employees 
Recording employees' working time 
Investigating references, personal anQ/or 
financial, regarding customer credit, per-
sonnel matters, or other 
Maintaining central stock of office supplies 
Keeping anq(or taking inventory of office 
supplies 
Infrequently: Mental arithmetic problems of a more involved 
nature: discounts, interest, percentages, etc. 
Solving more involved problems, i.e. factors, 
correlations, etc., using the calculating 
machine, comptometer, anq(or adding-listing 
machine 
Preparing coin sheets anQ/or requesting payroll 
from bank 
Putting up wages or salaries (cash) 
Requesting special credit information from 
bank or others 
Securing letters of credit from bank 
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Stenographic duties may include the following in addition to 
the transcription duties given above: 
Occasionally: Taking dictation over the phone 
Transcribing from script notes 
Composing and dictating material of a familiar 
and routine nature to a stenographer 
Infrequently: Composing and dictating material of a more 
involved nature to a stenographer 
Secretarial duties may include the following: 
Commonly: Keeping engagement calendar for employer 
Making travel reservations: hotel, train, 
plane, ship 
Abstracting incoming mail or material on file 
Occasionally: Collecting office contributions for personnel 
purposes 
Planning schedule of work anq/or engagements 
for employer, anq/or reminding him of 
these things 
other tasks: 
Planning itineraries for company personnel 
Editing manuscript or other prepared material 
of this nature 
Opening and closing safe with full or shared 
responsibility 
Commonly: Responsible for proof-reading own material and 
material prepared by others 
May be required to perform other tasks found at 
the Senior Level of this series 
Occasionally: May be required to perform other tasks found 
at the Junior Level of this series 
Senior Level 
Positions at this level are composed of taking dictation and 
transcribing, plus a great variety of tasks in all of the 
other office functions. There is a predominance of duties 
which are inherently of a more difficult and responsible 
nature, and there is responsibility for several or all of the 
procedure sequences, including: incoming mail, outgoing mail, 
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miscellaneous mail tasks; telephoning tasks; filing; petty 
cash and banking tasks; office supplies control. An essential 
element is ability and knowledge enabling the encumbent to 
move efficiently from one task to another with possible con-
stant interruption. 
*** 
Taking dictation by hand-shorthand, and transcribing notes 
occupies one-fourth or less of the work-week time in sixty-
five per cent of the positions allocated to this level, and 
infrequently more than one-half of the ·time. 
Typewriting duties may include the following: 
Commonly: Typing addresses on envelopes 
Typing from copy {not rough draft): memos, 
notices, letters, reports, manuscripts, and 
specifications 
Typing from rough draft: memos, notices, letters, 
reports, manuscripts, and specifications 
Typing with multiple carbon copies--five or more 
"Filling in" legal forms: contracts, leases, 
_ mortgages, proxies, insurance forms, etc. 
"Filling in" securities: stocks, bonds 
Typing statistical data in previously set up 
tabulated form 
Typing statistical data with responsibility for 
planning set up of tabulation 
Typing from dictation to th€ typewriter--unfamiliar 
matter; having to decide on the format as it is 
being typed · 
Composing material at the typewriter--routine, 
familiar matter 
Composing more involved material at the type-
writer, having to decide what is to be included 
or omitted 
Occasionally: Typing mimeograph stencils 
Typing ditto master copies (usually direct 
process) 
Infrequently: 
Typing information on printed forms: invoices, 
purchase orders, sales orders, stock 
requisitions, etc. 
Typing from dictation to the typewriter--
simple, familiar matter 
Typing labels, cards, shipping tickets, etc. 
Typing form letters selecting the proper 
form paragraphs that apply to the situation 
Preparing stencils on the mimeoscope 
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Receptionist duties may include the following: 
Commonly: Receiving business callers 
Arranging appointments for company personnel 
Occasionally: Securing and giving necessary information 
to visitors 
Making a record of caller's name, title, 
company, and the purpose of the call, and 
referring it to the executive involved 
Infrequently: Interviewing business callers to determine 
to whom they should be referred, if at all 
Messenger duties may include the following: 
Commonly: Escorting visitors to various parts of office or 
plant 
Taking anq/or giving oral messages within the 
office or plant 
Occasionally: Doing miscellaneous errands inside anq/or 
outside the office or plant 
Telephone duties may include the following: 
Commonly: Receiving or making inter-plant or local phone 
calls outside the plant 
Receiving or making long distance phone calls 
Sending telegrams, cablegrams, radiograms 
composed by others 
Composing telegrams, cablegrams, radiograms, and 
sending or giving to someone else to send 
Keeping records of names and information involved 
• in making anq/or receiving phone calls 
Occasionally: Receiving telegrams, cablegrams, radiograms 
Operating interoffice call system, or any 
auxiliary internal communication apparatus 
Mailing duties may include the following: 
Commonly: Incoming Mail 
Sorting and opening mail (usually manually) 
Checking enclosures 
Reading mail for distribution 
Routing mail to proper personnel, both opened 
company mail and unopened personal mail 
Outgoing Mail 
Checking enclosures and/or securing necessary 
enclosures 
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Calculating postage for letters and/or other mail 
Registering and/or insuring mail of any kind 
Delivering mail to post office 
Tracing mail of any kind 
Forwarding mail 
Miscellaneous Mailing Duties 
Purchasing postage stamp supply at Post Office 
Arranging for special mailing permits 
Occasionally: Incoming Mail 
Obtaining from Post Office 
Outgoing Mail 
Weighing letters and/or packages 
Affixing stamps (usually manually) 
Folding lettersi inserting material in envelopes 
Infrequently: Incoming Mail 
Distributing to proper personnel 
Outgoing Mail 
Sealing envelopes (usually manually) 
Wrapping packages 
Directing mail to salesmen, branch office or plant 
Keeping stamp inventory 
Filing duties may include the following: 
Commonly: Reading to determine under what title to file 
Coding or indexing for subject filing 
Filing correspondence or other business papers in 
subject, numeric, geographic, anq/or straight 
alphabetic files 
Locating and pulling correspondence or other 
business papers from the files 
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Determining when new folders should be established 
Operating card anq/or sheet tickler, follow-up 
or pending file 
Destroying unwanted records 
Maintaining business library or reference books 
and materials · 
Occasionally: Preparing new folders for the files 
Establishing and preparing guides for files 
for correspondence or other business papers, 
forms, or cards 
Maintaining catalogue file 
Maintaining files of technical manuals anq/or 
supplies of pages or contents of them 
Transferring material to inactive files 
Keeping scrap book 
Record Keeping duties may include the following: 
Commonly: Mental arithmetic problems of a routine nature 
involving few figures 
Mental arithmetic problems of a more involved 
nature: discounts, interest, percentages, inc. 
Obtaining currency from bank for postage, petty 
cash, etc. 
Checking expense accounts for salesmen anq/or 
other personnel 
Maintaining checking account(s) for company 
personnel 
Preparing checks in payment of bills against 
accounts of company personnel 
Endorsing checks for deposit 
Preparing bank deposit slip 
Delivering bank deposit to the bank 
Reconciling monthly bank statement for 
company personnel 
Keeping records of personal property anq/or real 
estate 
Keeping records of investment securities 
Keeping records of financial notes 
Requesting special credit information from bank 
or others 
Securing letters of credit from bank 
Occasionall_y: Maintaining checking account for company 
Preparing promissory notes, drafts, etc. 
Checking accounts payable, invoices, prepara-
tory to payment--getting O.K. for receipt 
of goods and condition of them, etc. 
·, I 
252 
Preparing checks for accounts payable against 
company account 
Reconciling monthly bank statement for 
company account 
Mental arithmetic problems of a more involved 
nature: discounts, interest, percentages 
Solving more involved problems, i.e. factors, 
correlations, etc., using the calculating 
machine, comptometer, ana/or adding-listing 
machine 
Making an~or recording disbursements from 
petty cash 
Maintaining petty cash fund--balancing and 
replenishing 
Maintaining central stock of office supplies 
Keeping ana/or taking inventory of office 
supplies 
Infrequently: Preparing currency for deposit 
Computing working time records for employees 
Preparing coin sheet and requesting payroll 
from bank 
Preparing salary checks, or cash salaries 
Filing statement of claim with common carrier 
Requesting credit reports from Dun and Bradstreet, 
checking ratings and recording 
Stenographic duties in addition to taking dictation and 
transcribing as stated above, may include the following: 
Commonly: Ta~ing dictation over the phone 
Transcribing from script notes 
Composing and dictating material of a familiar 
routine nature to stenographer, typist, or 
dictating machine 
Composing and dictating material of a more 
involved nature to stenographer, typist, or 
dictating machine 
Secretarial duties may include the following: 
Commonl_y: Keeping engagement calendar for employer 
Planning schedule of work an~or engagements for 
employer, an~or reminding him of these things 
Planning itineraries for company personnel 
Making travel reservations: hotel, train, 
plane, ship 
Making arrangements for conferences for employer 
Abstracting incoming mail or material on file 
• 
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Occasionally: Arranging vacation schedule for employees 
Planning agenda for company or employer 
sponsored meetings 
Securing, abstracting, compiling material from 
library or other sources, anq/or preparing 
findings in report or other form 
Editing manuscript or other prepared material 
of this nature 
~ening and closing safe with full responsi-
bility 
Infrequently: Administering tests for employment or other 
personnel purpose 
Other tasks: 
Collecting office contributions for personnel 
purposes 
Attending business lectures or meetings; 
reporting on same 
Acting as notary public 
Clipping coupons from investments for employer 
or company . 
Preparing income tax returns for employer or 
company (com~iling figures and performing 
calculations} 
Commonly: Responsible for proof-reading own material and 
that of others 
Checking and Supervising work of others, usually 
tasks which carry the responsibility for re-
assignment 
Post-Senior Level 
Performance on this level is consistently less often 
indicated as occurring commonly (one check mark), than as 
occurring uncommonly (double check marks). Duties involved 
are of a more difficult anq/or responsible nature usually, 
such as: a sequence of tasks in the telephone function; 
miscellaneous mail tasks involving control of postage or 
arranging for special mailing permits; destroying unwanted 
records; composing and dictating more difficult material; 
arranging for conferences for employer; acting as notary 
public; clipping securities coupons. Usually routine 
repetitive tasks are performed uncommonly at this level. 
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Supervisory tasks occur uniformly throughout the office 
service functions, and are combined with checking responsi-
bilities in one or several of the functions. 
Positions on this level occasionally involve responsi-
bility for training employees, and duties in connection with 
employment and placement. 
Validity and peliability of the position-classification. 
There is no precise measurement to test the validity and 
reliability of the Position Description Form prepared for 
gathering the data used in this study. Ideally it would 
have been desirable to have had a random sample of the total 
population responding, complete the instrument a second time, 
with the idea of determining the consistence of their 
responses from one time to another. Various factors argued 
against this, not the least of which was that to complete 
the form originally was a formidable task, and it would have 
been impracticable to ask them to complete it a second time. 
Furthermore, the Position Description Form does not use a 
numerical index which would permit correlating the first 
demonstration with the second demonstration, and the only 
feasible approach to the problem of determining reliability 
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would have been on the basis of an item by item comparison 
of percentages. However, in view of the completeness of the 
form it seems reasonable to assume that it would be reliable 
in the statistical sense. 
A logical measure would have been the practical effec-
tiveness of the personnel tools which are the outcome of 
this study, in an application of them to an actual business 
situation. In the absence of this, as evidence of their 
effectiveness as a basis for the allocation of the positions 
described by the co-operating group, two observations are 
made. 
1. In any job _series composed of three levels of posi-
tions, the intermediate group may be expected to be the 
largest, on the thesis that there are more like jobs than 
unlike jobs in a given hierarchy and junior and ~enior level 
positions represent variations from the intermediate or 
average. Allocation of the positions involved in this study 
meets this criteria, as is shown by the following numerical 
assignment. 
Post-Senior Level 
Senior Level 
Intermediate Level 
Junior Level 
Total 
Stenographic 
Series 
Number Per cent 
4 
39 
46 
13 
102 
4 
38 
45 
13 
100 
Secretarial 
Series 
Number Per cent 
7 
48 
148 
87 
290* 
2 
17 
51 
30 
100 
*As a result of the level classification procedure, fifteen 
borderline positions which had formerly been assigned to 
the Secretarial Series, were re-classified to the Stenographic 
Series. 
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2. A major characteristic of the secretarial position 
is variety of tasks, with no great amount of time concen-
trated on any one. A description of these positions in terms 
of time given to taking and transcribing dictation might, 
therefore, be expected to place them generally in lesser time 
brackets than the stenographic positions; and stenographic 
positions might be expected to show increasingly smaller 
amounts of time given to these tasks at the higher levels. 
A recapitulation of the time given to these tasks, as 
reported by 295 respondents (75 per cent of the total number 
of position$ used in the classification), is shown in Table 32, 
on the following page. This table shows that the positions 
assigned to the ~unior level of the Stenographic Series con-
sistently devote more than one-half of the weekly time to 
these combined tasks, and that the length of time given to 
taking dictation and transcribing tasks is lessened as posi-
tions assigned to the more advanced levels are considered. 
It will be noted that the greatest percentage of positions 
on which one-fourth or less of weekly time is occupied by 
these combined tasks, occurs in the Senior level allocation 
of the Secretarial Series. 
Table 33, on page 258, gives the detailed information 
on percentage of weekly time given to taking dictation and 
transcribing duties for all positions assigned to the Junior, 
~ntermediate, and Senior levels in each of the two series. 
Table 32. 
Percentage 
of Weekly 
Time 
76 to 100 
51 to 75 
26 to 50 
1 to 25 
Total 
Recapitulation of Percentage of Total Weekly Time Given to the Combined 
Tasks of Taking Dictation and Transcribing, as Reported on 87 Positions 
Allocated to the Stenographic Series, and 208 Positions Allocated to 
the Secretarial Series. 
StenograQhic Series . Secretarial Series • 
Interme- . Interme-. 
Junior diate Senior· • Junior diate Senior . 
Num- Per Num- Per Num- Per : Num- Per Num- Per Num- Per 
ber cent ber cent ber cent : ber cent ber cent ber cent 
4 31 2 5 1 3 2 3 1 1 
9 69 16 40- 2 6 20 27 15 14 2 7 
- -
8 20 15 44 30 41 41 39 8 28 
- -
14 35 16 47 21 29 49 46 19 65 
13 100 40 100 34 100 73 100 106 100 29 100 
1\) 
Vl 
-;J 
Table 33. Allocation of 87 Stenographic and 208 Secretarial Positions Accord-
ing to Percentage of Total Weekly Time Given to Taking Dictation 
and Transcribing Duties; Quartile Totals and Percentage these Rep-
resent of the Respective Clas s Allocations 
Stenographic Series Per- Secretarial Ser ·_es 
Junior Inter- Senior cen- Junior Inter- Senior mediate tile ffi;,;..iiab 
100 
99 
98 
97 
96 
95 
1 94 
93 
92 
91 
90 
89 
88 
1 87 
1 86 1 
85 
1 84 
1 83 !2 Cases 1 
82 3% 
!4 Cases 81 !1 Case 
31% !2 Cases 80 1 1% 
5% !1 Case 79 
3% 78 
1 77 
1 76 
1 1 75 1 1 
74 2 
73 
72 
2 1 71 2 
3 70 1 1 
1 69 2 1 
1 1 68 1 
67 
1 66 1 
2 65 
64 1 1 
1 63 !20 Cases 1 
!9 Cases 62 27% !15 Cases 
69% 61 1 14% !~Cases 
2 1 60 2 1 
p6 Cases 59 1 
1 40% ! 2 Cases 58 
1 6% 57 1 3 
1 1 1 56 1 
1 55 3 
54 2 1 
53 1 
2 . 52 1 
1 51 1 2 
! 
' 
I 
i 
1\) 
\Jl 
<X> 
1 2 50 2 
49 2 
1 48 2 
47 
( 8 Ca ses 46 2 
( 20% ~ 15 Case s 45 1 
44% 44 
43 6 
42 ~30 Cases 
1 2 41 41% 
1 40 1 
1 39 
38 
1 37 
1 36 2 
2 35 1 
1 1 34 1 
1 33 
1 32 1 
1 31 
1 1 30 4 
1 29 3 
1 28 1 
27 1 
1 26 
25 2 
24 
23 4 
22 
1 21 
2 20 2 
2 1 19 1 
1 2 18 2 
1 17 3 
16 3 
1 15 1 
3 14 1 
13 
1 12 
1 2 11 
2 1 10 1 
2 1 9 
2 1 8 
p4 Cases 7 ~21 Cases 
35% ~16 Cases 6 29% 
47% 5 
1 4 
1 1 3 1 
2 
1 ~ 
-
2 
2 
2 
2 
2 
2 
2 
3 
~41 Cases 
39% 
2 
1 
3 
4 
2 
1 
2 
3 
3 
~ 
8 
2 
2 
4 
2 
2 
3 
2 
3 
3 
2 
4 
1 
~ 
1 
3 
~49 Cases 
46% 
1 
1 
1 
1 
1 
1 
~ 8 Cases 
28% 
2 
t 
2 
3 
1 
1 
1 
2 
1 
1 
1 
1 
1 
4 
F9 Cases 
. 65% 
I\) 
V1 
\0 
• 
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Positions allocated to the supervisory levels in each of the 
two series did not report the length of time occupied by these 
tasks, and are therefore not shown in Tables 32 and 33. 
A further factor in connection with the allocation of 
positions concerns the payroll job titles. In no instance 
was allocation made on this basis. When necessary the payroll 
job title was taken into consideration in the early broad 
allocations to series, but it was not a final determining 
factor. As some evidence of the reliability of this alloca-
tion the payroll job titles are given for the positions 
which composed the post-senior levels in the final classifi-
cation: Stenographic Series--Assistant Supervisor, Steno-
graphic Department; Head, Stenographic Department; Super-
visor, Stenographic Department; and,Stenographer; Secre-
tarial Series--Administrative Secretary; Assistant Secretary 
of the Corporation; Assistant to the Vice President in Charge 
of Research; Executive Assistant; Executive Secretary; Head 
Secretary; and, Office Manager. 
CHAPTER VI (concluded) 
Part 3. Job-School Data 
The responses as to whether the various tasks performed 
were considered by the participants to be better learned on 
the job or better learned in school are recorded in the 
appended material, Appendix 14, page 338. These data were 
drawn from the positions which were included in the position-
classification. Exclusion of the responses of people occupied 
on other types of positions is defended on the basis of their 
not being strictly within the training objectives of the 
co-operating schools. 
The appended material includes the total number of 
office employees reporting performance of each task listed 
in the Position Description Form, the number reporting the 
task better learned on the job, the number reporting the 
task better learned in school, and the percentage which these 
opinions represent of the total number performing each task. 
In some instances, individuals checked both the "Job" 
and the "School" columns. These responses were not recorded 
as the intention of the individual was ambiguous. As the 
instrument did not provide for this information, it was not 
clear whether the respondent intended that the task might 
be learned equally well in both places, or whether learning 
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on the job was an inevitable extension of learning in school. 
A recapitulation of these responses is given in Table 34. 
The figures given indicate the number of tasks in each func-
tion which were favored for learning on the job, and the 
number favored for learning in school. The few instances 
where the responses were equal for both job and school are 
indicated in the table. 
Table 34. Recapitulation of the Duty Item Responses as 
Recorded by 392 Persons Employed on Stenographic 
and Secretarial Positions, as to Whether they 
Considered the Various Tasks Better Learned on 
the Job or Better .Learned in School 
Function 
Receiving Callers 
Messenger Service 
Telephoning andRe- , 
lated Activities 
Mailing 
Filing 
Record Keeping 
Typewriting 
Dictating and Tran-
scribing 
Secretarial 
Total 
Better Learned 
On the In 
Job _$£Pool Both 
6 
4 
10* 
34* 
22** 
31** 
9 
4* 
15* 
135 
1 
1* 
3 
15** 
20* 
28*** 
11* 
3** 
82 
2 
1 
3 
3 
9 
No re-
sponse 
3 
3 
4 
10 
Total 
number 
of tasks 
6 
5 
14 
39 
41 
58 
37 
18 
18 
236 
.. 
Note: Each asterisk indicates the occurrence of a duty item 
for which the total responses were only slightly in 
favor of Job or school 
There appears to be something germinal in the prevalence 
of opinion that tasks are better learned on the job. Use of 
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the Position Description as the method of organizing and 
crystallizing the data gathered in this study made it neces-
sary to include every possible task which might be performed. 
Consequently, tasks were included which have no implication 
for the curriculum. For example, items involving the manipu-
lation of some types of mechanical equipment such as punch 
card, tabulating, and sorting machines, would hardly be 
included in school training programs. There is also the 
element of quantity of materials involved, as for example, 
some of the tasks in the mailing function. To those recently 
out of school it might be considered more practical to learn 
these tasks on the job,where quantities of material with 
which to work are available in a natural and not an artificial 
situation. 
The predominance of opinion in favor of the job as the 
better learning place for the tasks may not in itself, there-
fore, be a factor. However, that responses on tasks in the 
functions of filing and record keeping generally favored the 
job, and that opinions regarding tasks in these functions 
were frequently close when school learning was favored, 
deserves the attention of school training programs. 
CHAPTER VII 
SUMMARY, LIMITATIONS, CONCLUSIONS, 
AND SUGGESTIONS FCR FURTHER STUDY 
The purpose of this study was to reveal implications 
for curriculum revision and guidance activities in the 
professional secretarial offerings on the post-high-school 
level, through an analysis of the tasks, duties, and 
responsibilities composing the positions employing persons 
who have trained on this level. 
Scientific and technological change have contributed 
to the continual modification in the organizational struc-
tures and processes of business enterprise. To satisfy the 
demands of this society, the curriculum and course offerings 
must reflect recognition of these changes, if education is 
to provide business with employees who are educated to make 
the best contribution in the light of their interests and 
abilities. 
Population. The logical determining factor in the 
solution of the stated problem is the performance which the 
office job requires. Former enrollees of schools offering 
secretarial professional training on the post-high-school 
level were therefore approached for data describing their 
jobs. 
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As the intention was to locate positions which would 
normally employ persons who had had this professional train-
ing beyond the high school level, three available types of 
schools (the private secretarial or business school, the 
Junior College, and the four-year college or university) 
offering this preparation were solicited for assistance in 
compiling the mailing list. Qualifying factors established 
influencing the selection of schools were: (1) a broad 
geographical representativeness should characterize the 
sample population; (2) the type of student (general scholas-
tic level, and social and economic background), and the 
nature of the professional preparation offered should have 
equivalence from school to school. 
Fifteen schools co-operated in the study, providing 
the names of 1,965 persons located in thirty different 
states. The curriculum objectives of these schools and the 
selection of students embodied the common aim of providing 
employable persons with salable skills. 
It was established that schools would be solicited 
for lists of former enrollees over a period of the most 
recent five years, including the classes of 1945, 1946, 1947, 
1948, and 1949. A longer period of time was considered to 
be uneconomical as the risk in mailing losses would be in-
creased because of difficulty the schools might have in 
maintaining accurate mailing lists as former enrollees were 
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longer out of school; and, also, conditions in the years 
immediately preceding this period were of such an unsettled 
nature economically that a normal picture of jobs and job 
activities would not have been revealed. 
Investigating instrument and procedure. A job analysis 
procedure was adopted as the best means of gathering the 
large quantity of factual information desired. A "special-
ized" Position Description Form was prepared, providing for 
objective checking of tasks, as no ready-made instrument 
was available which would precisely meet the objectives of 
this study. 
The inquiry instrument consisted of two parts: (a) Iden-
tification items locating the positions geographically and 
industrially, describing the jobs, and showing lines of 
promotion; and, (2) a check list of duties composing the 
jobs, structured to expose common and differential elements. 
Because it was impossible to anticipate the exact nature 
of the jobs which would be described, it was necessary that 
the Position Description Form should include every task which, 
· in the opinion of the investigator, might be performed by 
individuals in this population. The final inquiry form con-
tained 236 office job tasks, arranged according to the office 
function served. Nine functions were provided: (1) function 
of receiving callers; (2) function of messenger service; 
(3) function of telephoning and related activities; (4) Punc-
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tion of mailing; (5) ~unction of filing; (6) runction of 
record keeping; (7) ~unction of typewriting; (8) runction 
of dictating and transcribing; (9) function of secretarial 
activity. The format of the inquiry instrument provided 
for indication of responsibility for checking the perform-
ance of others, and for supervising the performance of 
others (guiding and instructing). Levels of difficulty 
were provided for in the nature of the tasks included in 
the check list, and to some extent differences in responsi-
bility were inherent in the duty items. Provision was made 
to describe the frequency of performance of the various 
duties checked, whether they were a normal part of the job 
or uncommon, occasional or incidental tasks. The length 
of time given to the various duties was also provided for, 
because of the contribution this might make to a complete 
description of the job. 
Preliminary inquiry forms were subjected to appraisal 
of businessmen and educators, and to try-out by a randomly 
selected group of employed office workers not members of 
the population sample used for the study. The former were 
asked to examine the inquiry form for completeness and for 
adequacy of the mechanical format. The latter served to 
establish an estimate of the time taken to complete the 
form and to smooth out cumbersome aspects of the mechanics 
of it. The only limitation set for the selection of the 
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try-out group was that they be employed on office jobs and 
complete the form on the basis of their performance on 
those jobs. 
Principles of job .analysis and position-classification 
processes, as practiced in business and industry and in the 
public service, were observed in preparing the Position 
Description Form and in appealing for co-operation of the 
population sample. 
Analysis. The personnel tools--the series and position 
descriptions and the position-classification--were adopted 
for organizing and crystallizing the data. It was felt 
that statistical analysis of the findings would hardly suit 
the intended purpose of the study, as the statistical signi-
ficance and practical significance of a given task would not 
nece ssarily .be parallel. A straightforward listing of the 
percentage of responses to the various items, with an a ttempt 
to find significant interrelationships on a logical and yet 
a subjective basis, appeared to be the most satisfactory 
solution, and the only basis on which ·position descriptions 
could be formulated. 
Summary of findings for identification items. Respond-
ents numbered 753, representing 38 per cent of those 
solicited. Of the total number responding, 231 individuals, 
31 per cent, reported that they were no longer employed. 
Forty-nine of the participants, seven per cent, reported 
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employment on other than office jobs. The remaining 473 
persons, 62 per cent, reported being employed on office jobs. 
The responses of this last group were the basis for the 
tabulated findings. 
Of the group reporting that they were no longer em-
ployed, 70.5 per cent explained that they had dropped out 
of the job-market because of marriage. Of the forty-nine 
persons working on other than office jobs, fifteen indi-
viduals indicated that they were teaching business subjects 
on the secondary level or in private secretarial schools. 
others were in unrelated fields. 
It was disclosed that 68 per cent of the office-
employed population were in the age group of from twenty-
one to twenty-five years. It had been expected that the 
study might reveal critical information regarding people 
who had returned to school for refresher courses after 
having been out of the job-market for a period of time. 
However, only 14 per cent of the group responding were in 
the older age groups provided for, that is, over twenty-
five years of age. Twelve per cent were in the twenty-six 
to thirty year age group, and two per cent reported being 
over thirty years of age. That the study failed to find 
evidence of the return of this population for refresher 
courses after an interim out of work has further support in 
that only seventeen individuals indicated that they had come 
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to the job ~hey were currently holding from a period of 
unemployment. This interim was reported by twelve of the 
seventeen as having occurred after leaving school and prior 
to the time of taking the first job. 
Both the job turnover and the employer turnover were 
low. Of the 446 reporting this information, 83 per cent 
had had jobs with not more than two employers, and 58 per 
cent had worked for only one employer. There were 347, 
77 per cent of the group, who reported having held not more 
than two jobs since leaving school, and 204, 46 per cent, 
who had been on the same job since graduation from school. 
It was found that 42 per cent of the group had gone to 
their jobs from training in terminal courses in secretarial 
schools and Junior Colleges, and 58 per cent had gone from 
four-year degree colleges or a fifth year of graduate work 
in a professional secretarial curriculum. This indicates 
a close division of the population between the two types of 
curriculums--the two-y~ar terminal course and the two-year 
secretarial specialization offered in the four-year schools. 
The industrial locale was described as one of consider-
able variety. There were 373 different employers names re-
ported, and they were located in twenty states, the District 
of Columbia, and one in Germany. Represented in the geo-
graphical locations were 146 cities. Allocation to eight 
broad industrial groups, as established by the United States 
••• i. 
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Census, revealed 36 per cent of the population in manufactur-
ing and 28 per cent in professional and related services, 
with sma ller numbers occupied in the other broad industria l 
groups. As there is not necessarily a similarity in job 
knowledge s and industrial terminologies required of "the 
beginning worker in the broad industrial groups, an .analysis 
according to the Census sub-groups was made. According to 
industrial sub-groups, 11.4 per cent were employed by educa-
tional institutions, nine per cent by ma chinery manufactur-
ing establishments, and 8.5 per cent by insurance companies. 
Of the remaining group, 36 per cent reported employment in 
twelve different industrial groups with less than five per 
cent working in any one group; and 16 per cent reported 
identical industries one per cent or less of the time. 
The 403 individuals reporting information on office 
size, described small offices predominantly, with the job 
reported on occurring infrequently more than twice within 
a single office organization. Forty-one per cent reported 
fifty or fewer persons employed in the office, and the type 
job reported on as occurring twice; 29 per cent reported 
ten or fewer persons employed, and the type job reported on 
as occurring only once. Of the total group, regardless of 
the number of persons employed on the same type job a s that 
reported on, 41 per cent were working in offices employing 
ten or fewer persons, and 69.5 per cent in offices employing 
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fifty or fewer persons. 
The data reveals this group going predominantly to 
higher level positions. Of the 473 employed in office occu-
pations, 64 per cent were in secretarial positions, and 19 
per cent in stenographic. The others included bookkeepers, 
clerks, clerk-typists, and a miscellaneous group, some of 
which were executive level jobs. The miscellaneous group 
included such job titles as: Assistant Cashier, Claims 
Examiner; Control Manager; Office Manager; Personnel Director; 
Correspondent; Managing Editor; Publicity Writer; Research 
Associate; Sales Production Co-ordinator. 
Among the secretarial job titles were: Assistant Sec-
retary of the Corporation; Central New England District Sec-
retary; Administrative Secretary; Executive Secretary; 
Assistant to the Vice-President; Executive Assistant; and 
assistant or secretary to stated executives or administrators. 
Among the stenographic job titles were: Training Super-
visor; Policy Underwriter and General Clerk; Work Group Clerk; 
Stenographer-Estimator; Supervisor, Stenographic Department. 
Among the 303 positions originally allocated to the 
secretarial group, there were fifty-six different titles 
and among the eighty-nine allocated to the stenographic group, 
there were twenty-two different titles. 
Seventy-one per cent of the group reported being 
responsible to not more than two executives, and 58 per cent 
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reported being responsible to only one executive. 
There was less evidence of promotional possibility 
among the secretaries than among the stenographers. Thirty-
seven per cent of the secretaries reported that there were 
no possibilities for advancement, while only 17 per cent of 
the stenographers indicated this. Among the secretaries, 
a few qualified the response, indicating that further educa-
tion or specialized training would make advancement possible, 
or that advancement would mean moving to another department 
or office of the employing company. Forty per cent of the 
secretaries reported promotional possibilities and listed 
executive level jobs for the mo~t part. Fifty-£our per cen~ 
of the stenographers listed promotional jobs, naming pre-
dominantly secretarial level positions. 
Of ten school subjects liste,d in the inquiry form, six 
were reported by 75 per cent or more of the participants as 
h 
having been studied in school and ~ found useful on the job. 
In the order of importance according to the percentage of 
response, they were: Shorthand (hknd); Business Correspond-
ence; Secretarial Practice; English Fundamentals; Filing; 
and English Composition. With regard to courses in office 
management and speech, which were also listed, 61 per cent 
had studied the former and 59 per cent of this group had 
found it useful on the job. In connection with speech 
courses, 45 per cent had studied them, and 59 per cent of 
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this group reported having found them useful on the job. 
A rather wide discrepancy was reported in the usefulness of 
bookkeeping courses studied. Ninety-four per cent had 
studied such a course, while only 45 per cent of this group 
had found the study useful on the job. A final item listed 
in this group of subjects was Machine Shorthand. This was 
reported by seventeen persons, four per cent of those re-
sponding, as having been studied. Seven of this group, 
41 per cent, had found it useful on the job. 
A similar item on the inquiry form listed fifteen 
machines commonly found in business offices. In only two 
instances were the machines studied reported useful on the 
job in< more than 50 per cent of the cases. These two 
machines were the typewriter, with 99 per cent having studied 
it and 95 per cent of this group having found it useful on 
the job; and, the adding-listing machine, with 64 per cent 
having studied it and 54 per cent of this group having found 
it useful on the job. In six other instances, the machines 
listed were reported by 50 per cent or more of the partici-
pants as having been studied in school, but less than 50 per 
cent of the individuals in each instance had found the machines 
useful on the job. Machines in this group were the following: 
mimeograph, calculating, comptometer, dictating, transcribing, 
and direct process ditto. 
Machines reported as having bean studied by less than 
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50 per cent of the individuals were the following: cylinder 
shaving (39 per cent studied it and 16 per cent of this 
group found it useful on the job); gelatine process ditto 
(38 per cent studied it and 18 per cent found it useful); 
bookkeeping machine (36 per cent studied it and 12 per cent 
found it useful); switchboard (24 per cent studied it and 
35 per cent of this group found it useful on the job); type 
setting multigraph (14 per cent studied it and eight per 
cent of this group found it useful on the job); addresso-
graph (14 per cent studied it and 34 per cent found it 
useful on the job); varityper (five per cent studied it 
and 24 per cent of this group found it useful on the job). 
Summary of find~ngs for the Duty Check List items. 
This analysis was confined to the returns from 392 pantici-
pants who were employed on either the secretarial or steno-
graphic positions. This represented 83 per cent of the 
office-employed group, and these are the positions toward 
which the training objectives of these secretarial curricu-
lums should be directed. 
Responses to the duty items were tabulated for fre-
quency of mention, and arranged in rank order percentagewise 
for each of the nine office service functions included in 
the inqUiry form. 
Examination of these data, plus the technical judgment . 
of the investigator, revealed common and differential elements 
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of difficulty and responsibility in the isolated tasks and 
procedure sequences performed by the respondents. On the 
basis of these characteristics, the positions de~cribed by 
the participating population were allocated to one of the 
two job series, stenographic or secretarial, and to one of 
four job levels in the respective series--one supervisory 
level and three levels (junior, intermediate, and senior) 
below the supervisory level. Position descriptions and 
series descriptions were formulated as a result of this 
allocation, in terms of specific job tasks. 
The position descriptions uniformly show shorthand, 
transcription, and typewriting tasks found at all levels. 
Dictation and transcribing duties were found to occupy 
usually more than 50 per cent of the worker's time at the 
Junior level of the Stenographic Series, with increasing 
reduction in the time given to these tasks as the job level 
was up-graded. Senior level Secretarial Series jobs usually 
reported less than 50 per cent of the total work week given 
to these tasks, and 65 per cent of the group reported 25 per 
cent or less of the time. 
As the job level is up-graded the increase in the 
variety, difficulty and responsibility of the tasks increases, 
implying greater demand of the worker in the performance of 
the jobs. 
Limitations of the Study 
Limitations which affect the conclusions drawn from 
this study are the following: 
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1. The basis of this study 1>vas job activity. The tech-
nical character of the data gathered limits recommendation 
for curriculum revision to that area. Although some aspects 
of the personal qualities which should be provided for in 
these training programs may be found in the character of the 
tasks and responsibilities composing the jobs, more inclusive 
data concerning attitudes and personal traits must be con-
sidered, as well as other dependent factors such as produc-
tion standards, for example, if a thorough appraisal of the 
secretarial curriculum is to be undertaken. 
2. There is evidence of weakness in the inquiry form 
in that it did not provide for response from persons employed 
on jobs to which they had been promoted, or on which they 
originally found employment, at higher levels than the 
clerical-type jobs covered. In some instances individuals 
did respond explaining that the Position Description Form 
did not apply to the positions held. Generally, these posi-
tions were reported as executive type. There is no way of 
knowing how many of the group not responding, withheld 
participation because of this. 
Actual data gathered reveals the group going predominantly 
to higher level secretaria l positions, and names executive 
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level positions as the possibility for advancement from the 
jobs held. Had this situation been anticipated and provided 
for in the inquiry instrument, it is possible that the line 
of promotion to executive level positions might have been 
indicated even more strongly. 
3. A further limitation . in the interpretation of the 
data occurred in connection with the school subjects studied 
and found useful on the job. With the subject matter areas 
of speech and bookkeeping, specific conclusions cannot be 
drawn without a definition of the type of instruction taken. 
There are several possible types of speech courses which may 
be available to these students, group discussion and public 
speaking courses for example. These may not be found to 
apply strictly to the jobs involved, and this item should 
have been qualified for a valid use of the information 
gathered. 
In connection with bookkeeping instruction, the approach 
used in the course work would conceivably vary the worker's 
opinion of its usefulness on the job. The traditional 
accounting or management approach may not have afforded 
meaningful instruction for the type jobs employing this popu-
lation. Consequently, without definition of the content of 
the course work, the responses may not be strictly interpreted. 
There is also a limitation imposed in the item on 
machines studied in school and found useful on the job. Had 
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there been provision for information concerning machines 
used on the job which had not been studied in school, this 
item would have had greater value for curriculum implica-
tions. Also, in connection with the type of machine, 
whether electrically or manually operated, the question 
would have had more value if it had provided for exposing 
the type of machine used on the job as well as that studied 
in school. 
Conclusions 
Certain specific responsibilities of the post-high-
school secretarial curriculum are concluded from this study. 
Educating for promotion. Because the study reveals 
that this population goes to higher level secretarial posi-
tions with promotional possibilities uniformly to executive 
level jobs, the secretarial studies curriculum should serve 
specialization ., in courses which will prepare enrollees 
thoroughly for a specific business function, consistent with 
individual interests, capacities, and special abilities. 
There are limitations in the types of differentiated 
preparation made possible by the offerings of individual 
schools in the light of their objectives. However, business 
needs people trained not only in knowledge and information 
at the beginning skill level, but those with managerial and 
executive potential who are educated for and have the ability 
to progress. This makes the objective of the curriculum one 
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of producing people educated broadly for successful perform-
ance in the institution of busine ss and in society, rather 
than those narrowly trained as skill specialists. 
This type of administration of the secretarial curricu-
lums already exists in some area s. The curriculums which 
prepare medical secretaries, technicians, and librarians; 
legal secretaries; and business teachers, are examples. 
Furthermore, through guidance, there is evidence of the 
direction of secretarial trainees into course s which will 
contribute toward a ba ckground for the particular field of 
the student ' s choo§igg. 
The findings in this study point strongly toward the 
need for the secretarial studies program to supplement 
offerings in other areas, psychology, sociology, management, 
languages, for example, thus molding the student's education 
in line with his special interests and abilities, and prepar-
ing him for the entering job, and for promotion to executive 
level jobs in personnel work, editorial work, merchandising, 
management, research, or whatever is his specific choice. 
The full possibilities for using the secretarial studies 
offerings to supplement the economics, liberal arts, and 
other curriculums, have yet to be explored. 
In some instances students do not wish to move out of 
the secretarial level, They may not be interested in execu-
tive level work; they may not have the nece s sary personality 
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traits for success in it; or, they may not have the capacity 
for it. Furthermore, there are not jobs at the executive 
level for everyone. If that is the objective of the student, 
the secretarial curriculum should provide the type of 
experience which will equip him for success in the higher 
level secretarial positions, if this is in keeping with his 
interests and abilities. 
Statement of specific student objective. In line with 
the above, there is a responsibility imposed on the schools 
to assist the students to determine and state specifically 
their individual objectives, in order that the studies they 
pursue will have meaning and direction for them, and that 
they may relate their school work to their individual poten-
tia l. 
To this end they should not only be apprized of the 
precise possibilities in business, and of the performance 
which may be expected of them on their early jobs in the 
light of findings of this study, but they sholiJd also be made 
aware of their responsibilities to business and to society 
and encouragedto make the best contribution consistent with 
individual abilities. 
Personality ~ ~ ~ selection factor. Although this 
study has been limited to describing the tasks, duties, and 
responsibilities composing the secretarial and stenographic 
jobs on which this population is employed, certain aspects 
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of the personality type necessary for performance in these 
occupations are exposed by the character of the findings. 
Although this interpretation is limited by the nature of 
the study, there is some strength in isolating traits on 
the basis of actual performance on the job. School per-
sonnel activities in selection of students for this pro-
fessional work, and in guidance of them, should consider 
these personality traits. 
Because of the confidential nature of the secretarial 
po sition, it demands a person who recognizes and has the 
maturity to respect this requirement. The candidate for 
the secretarial position should possess personality traits 
which make it possible for him to work closely with execu-
tives, to the extent that his own personality is subor-
dinated. At the same time, he must possess qualities of 
aggressiveness and affableness, permitting him to act for 
his superior should the occasion arise. He should be able 
to meet with challenge and emotional stability the responsi-
bility for making decisions with regard to his own work and 
that of others, and to plan and execute both isolated and 
related tasks accurately and under pressure of other elements. 
He should have qualities of leadership which make it possible 
for him to delegate work to others successfully. 
The number and variety of duties composing the secre-
tarial position require a person who is flexible--one who 
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can move quickly and efficiently from one task to another; 
one who can, without burden, transfer his thinking and 
direct his performance to matters, possibly unrelated in 
context, as a result of continuous interruption. 
The secretarial trainee should enjoy and have the 
ability to work with others, and he should have a respect 
and responsibility for materials and equipment. 
He should have an interest in and under standing of 
business in its entirety, rather than an immature view 
limited to the narrow confines of his own desk. 
Skills and job knowledges. This objective should be 
defined as closely as possible in terms of the office en-
vironment. Although specific office standards continue to 
be unavailable, the school has the responsibility for pro-
viding the students with a ma stery of those skills revealed 
to be a common part of these positions. 
-
Con sidering the variety of industries employing this 
population, emphasi s in training should be on general job 
knowledges and procedures, to the extent that there will be 
little or not cost to business in training in thi s area. 
The adjustment and learning period of the apprentice employee 
ma y then be influenced only by special job knowledges and 
terminologies characteristic of the employing organization. 
Experiences which serve further to reduce the orientation 
from school to business should be provided in the best method 
available for the individual school. Work experience in 
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actual office situations, when it can be provided and con-
trolled, is the most economical technique. The school also 
has the responsibility for developing an awareness of the 
nature of office machine s and materials being used by busi-
ne s s, so that the student may make decisions in various 
office situations requiring their application. The findings 
indicate an absence of the need for mastery of office machines 
other than the typewriter and the adding-listing machine. 
Knowledge of the basic machine processes, purchasing and 
maintenance, should be provided which may assist the begin-
ning worker to meet the responsibilities expected of him. 
Training in thi s area of secretarial studies should 
include production performance, making mandatory the 
mastery of basic skills (including simple arithmetic and 
English fundamentals, as well as the clerical skills of 
typewriting and shorthand). There is evidence in the 
findings that this popul ation may be expected to solve busi-
ness problems by the composition of letters at the typewriter, 
or by dictating to someone else. There is evidence of the 
need of training to meet the following situations: delegat-
ing tasks to others; supervision over others; responsibility 
for procedure sequences involving imprest fund s , bank check-
ing account s ; responsibility for receptionist and telephone 
activities; responsibility for filing material s and procedures; 
and, responsibility for incoming and outgoing mailing material s 
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and procedure s . 
Only when nece ssary skill s may be applied accurately 
in a production situation, under pressure of time and other 
element s , and when the worker ha s a broad general knowledge 
of job terminologie s , procedures, and materials, can he 
expect to perform efficiently on the jobs employing thi s 
population. 
This i mpose s a responsibility on the secretarial 
curriculums for u s ing t he most economical teaching method s 
ava ilable in the light of psychological research in the 
area of skill learning, and of taking into con sideration 
and utilizing previous training in the nece ss ary skills 
~1ich individual students have had. 
The _po sition .de sgiption~. Schools should find the 
compo sition of the various levels of stenographic and 
secretarial positions helpful in providing the student with 
a precise knowledge of what he might be expected to do on 
these job s , and of the skills and general job knowledges 
required. Business should find the composition of the various 
positions helpful in pla cement, tran sfer, and promotion, and 
a s a basis for other management purposes such a s reviewing 
existing po sition s as they relate to others in the organiza-
tion, and re-allocating tasks and re spon sibilities if 
de sirable. 
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Suggestions for Further Study 
To implement the findings of this study, the following 
researches are suggested. 
1. A controlled study of the personal requirements 
de s irable for individuals employed on the positions covered 
by this study, as revealed in specific job performance, and 
providing ,job Specifications to implement the Job descrip-
tions offered here, would have value in revising the secre-
tari a l studies curriculums to meet present-day demand s of 
busine ss . 
2. Continued research on office-job standards a s 
found in the bu sines s office should provide measurement for 
the skills revealed as necessary for performance on these 
jobs ; and, also, some idea of general job knowledges and 
specific office procedures found to exist on a broad sample 
indu strially. 
3. A proven testing program considering personality, 
previous skill achievement, and individual capacity and 
potential for the variou s skills, and for the functional 
business areas would be of immen s e value to the program of 
selecting students for the secretarial curriculum, and guiding 
them toward the fulle st possible realization of their 
individual objectives. 
4. A study of the executive level positions to which 
t hi s population goes, producing a more complete picture of 
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lines of promotion as well a s specific job descriptions, 
would assist curriculum planners in providing for long-term 
educationa l objectives rather than limiting emphasis to 
requirements of beginning jobs. 
5. Valuable results might be revealed in a controlled 
study of the opinions of workers as to whether tasks are 
better learned in school or better leafned on the job; in 
the light of the heavy weight which this population has 
given to learning individual tasks on the job versus learni ng 
them in school. 
APPENDICES 
APPENDIX 1 
(Copy of letter sent to eight businessmen and eight educators 
soliciting help in the refinement of the Position Description 
Form.) 
*** 
Mr. Arthur Porter 
Office Manager, Hood Rubber Company 
Watertown, Massachusetts 
Dear Mr. Porter: 
February 23, 1950 
I am engaged in a study of office job activities in partial 
fulfillment of the doctoral program at Boston University. 
This study will involve submitting a Position Description 
Form which I have prepared, to people who are actually work-
ing on office jobs, and who have taken their professional 
preparation on the post-high-school level. My mailing list 
is composed of alumnae lists of schools offering secretarial 
studies curriculums. 
Before going ahead with the printing and mailing of the 
inquiry form, I should like to have comments on it from 
people experienced in this type of work. I am enclosing a 
copy of the Position Description Form as it now stands. 
Would you be kind enough to comment on the following: 
a) Does the Duty Check List include all tasks involved, both 
common and differential? 
b) Are the legends expressed clearly and completely? 
c) Is the format practicable from the standpoint of ease of 
completion? 
If there are any other aspects of the instrument which you 
care to comment on, you may be sure your suggestions will be 
welcome. If I have it back by March 10, that will be in time. 
Thank you. 
Cordially yours, 
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APPENDIX 2 
Members of the advisory group co-operating in the refinement 
procedure of the Position Description Form. 
Business 
1. Grainger, C. E. (Miss), Employment Supervisor, Massachu-
setts Bonding and Insurance Company, Boston, Massachu-
setts. Interview--June 13, 1949 
2. Hall, R. G. (A~.), Director of Personnel, Massachusetts 
Bonding and Insurance Company, Boston, Massachusetts. 
Interview--June 13, 1949 
3. Leon, W. E. (Miss), Sales Correspondent, Keuffel & Esser 
Co., Hoboken, New Jersey. Letter--April 12, 1950 
4. Mauriello, Angelo, Civil Engineer, Corps of Engineers, 
New England Division, United States Army, Boston, 
Massachusetts. Interview--May 20, 1949 
5. Porter, Arthur B., Office Manager, Hood Rubber Company, 
Watertown, Massachusetts. Letter--February 28, 1950 
6. Pierce, John, Research Chairman, Boston Chapter, National 
Office Management Association, Boston, Massachusetts 
7. Shea, Marjorie (Miss), Publicity Director, Welfare Organi-
zation, Boston, Massachusetts. Interview--August 1, 1950 
8. Webb, EarlL., Director of Personnel, New England Mutual 
Life Insurance Company, Boston, Massachusetts. Letter--
March 8, 1950 
Education 
1. Chellis, Ruth (f\lliss), Teacher of Business subjects, High 
School, Natick, Massachusetts. Interview--March, 1950 
2. Connelly, Ma~y{Miss), Professor of Secretarial Studies, 
Practical Arts and Letters, Boston University, Boston, 
Massachusetts. Interview--May 10, 1949 
3. Fuller, Marion (Miss), Chairman, Business Department, 
High School, Springvale, Maine 
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4. McVey, Jennie M. (~~s.), Teacher, Business Department, 
High School, Swampscott, Massachusetts. 
5. O'Leary, Mildred (Miss), Chairman, Business Department, 
High School, Swampscott, Massachusetts. Interview--
May 20, 1949 
6. Robinson, Alice (Miss), Temporary Supervisor, Public 
Schools, Portland, Maine. Interview--January, 1949 
7. Robinson, Edwin R. Professor of Management, College of 
Business Administration, Boston University, Boston, 
Massachusetts. Interview--May 9, 1949 
8. Roughsedge, Gertrude (Miss), Chairman, Business Depart-
ment, Director, Co-operative Office Training Program, 
High School, Medford, Massachusetts. Interview--
May 8, 1949 
APPENDIX 3 
(Copy) February 28, 1950 
Mrs. Sally B. Maybury 
Assistant Professor of Economics 
University of Vermont 
Burlington, Vermont 
Dear Mrs. Maybury: 
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The Duty Check List which came with your letter of the 23rd 
of February is certainly complete. In fact, it would be my 
personal opinion that it is altogether too finely classi-
fied. There are so many operations that are approximately 
the same that it would be hardly necessary to itemize them 
as individual operations. As long as you have asked for my 
comments, I might suggest the following: 
Function 3. It would seem to me unnecessary to tabulate the 
sending and receiving of telegrams, cablegrams, and radio-
grams as separate items. I think they should be consolidated. 
Function 5. The destruction of unwanted records should be 
included. It has been my observation that this is a major 
task. 
Function 6. I think several of the items in this function 
could be consolidated as far as operations go. 
Function 7. This function is too finely divided. There is 
no difference between typing letters, manuscripts, or reports 
from rough draft. 
Function 9. It appears that Items 209 and 223 regarding 
Office Manuals and Job Descriptions are hardly secretarial-
type tasks. This would more likely fall to the Office Manager. 
I am enclosing Job Descriptions which we use for our various jobs, showing a comparatively few principal duties under each job described. I hope they will be of some help to you. 
Very truly yours, 
Arthur B. Porter (Signed) 
Office Manager 
From: Hood Rubber Company 
Watertown 72, Massachusetts 
APPENDIX 3 (continued) 
(Copy) March 8, 1950 
Mrs. Thomas J. Maybury 
Assistant Professor of Economics 
University of Vermont · 
Burlington, Vermont 
Dear Mrs. Maybury: 
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Thank you for your letter of February 23, asking that 
I review and evaluate the survey material accompanying it. 
I have made a sincere effort to give this material the 
attention which I know it warrants. 
In view of the fact that many companies do not have a job evaluation program, and because few individuals on a 
level less than that of personnel administration are aware 
of dictionary titles and codes, I wonder if some explanation 
in transmittal of this form should be provided. 
On page 2 you give one the opportunity of checking 
recency of experience within one's present company, another 
company, or a school program. I wonder if you ought to pro- ' 
vide for the possibility that the individual, presently em-
ployed, might have been out of the labor market in the recent 
past, and therefore be unable to answer any of the three 
choices available. 
On page 4 I suggest clarification of the sub-headings 
"A" and "B" under Column III. I found it a little difficult 
to determine effectively what you wanted done. You might 
clarify the intent of this section in a letter of transmittal. 
Beyond the comments made above, I would have no further 
question to raise. Somewhere among the wide range of job 
activities and the functions contained in this study, should 
be an opportunity for an individual to note the varied 
responsibilities accepted in the course of a day's work. 
Should there be any other way in which I could be help-
ful to you, please feel free to write to me. 
Sincerely yours, 
Earl B. Webb (Signed) 
Personnel Manager 
From: New England Mutual Life Insurance Company 
501 Boylston Street 
Boston, Massachusetts 
APPENDIX 3 (concluded) 
(Copy) April 12, 1950 
l~s. Sally B. Maybury 
Assistant Professor of Economics 
University of Vermont 
Burlington, Vermont 
Dear Mrs. Maybury: 
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I have now had an opportunity to read through the check list 
of duties enclosed with your letter of February 23, and in 
my opinion it is a most complete list of job activities. 
You ask for comments that might be helpful in getting the 
co-operation of the recipients of this check list. Judging 
from my own reaction you should receive a high percentage 
of completed lists. It was an interesting experience to 
consider the activities you listed and determine exactly how 
much of business method and routine could be handled. 
As far as activities are concerned, the list does cover 
practically everything in the working-day realm, and I have 
no suggestion on that score. It might be advisable to in-
clude an item for operation of the switchboard. In many 
small offices this might be a requirement. 
I do notice that there is no provision for Social Security 
Number, marital status, and last salary. Your list is so 
complete, I cannot help feeling that these were not over-
looked, but intentionally omitted. 
Thank you again for writing to me. I wish you every success 
with this project. 
From: Keuffel & Esser Co. 
Cordially yours, 
KEUFFEL & ESSER CO. 
W. E. Leon (Signed) 
Adams and Third Streets 
Hoboken, New Jersey 
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APPENDIX 4 
Names and occupational location of those co-operating in the 
try-out of the inquiry form. 
1. Dion, Marjorie Berry (Mrs.), Chief Clerk, Patronage 
Department, Eastern States Farmers Exchange, West 
Springfield, Massachusetts 
2. Manning, Eleanor (Miss), Clerk, Disbursement Accounting, 
New England Telephone and Telegraph Company, Spring-
field, Massachusetts 
3. Rochford, Jane (Miss), Account Checker, Accounting De-
partment, Springfield Fire and Marine Insurance 
Company, Springfield, Massachusetts 
4. McMahon, Ruth (Miss), Route Clerk, Cutting Department, 
Buxton's, Springfield, Massachusetts 
5. Fimognari, Josephine (M~iss), Route Clerk, Examining 
Department, Buxton's, Springfield, Massachusetts 
6. Mauriello, Mary Tristany (Mrs.), Secretary-Receptionist, 
School of Education, Boston University, Boston, 
Massachusetts 
7. Black, Evelyn R. (Miss), Secretary to the Dietitian, 
North Quincy High School, Quincy, Massachusetts 
8. Holden, Dorothy Whaley (Mrs.}, Secretary to Store Manager, 
University of Vermont, Burlington, Vermont 
9. Ford, Natilie (Miss), Clerk, Metropolitan Life Insurance 
Company, New York, New York 
10. Keough, Molly (Miss}, Secretary, Liberty Mutual Insurance 
Company, Boston, Massachusetts 
11. Libby, Althea H. (Miss), Secretary, Liberty Mutual 
Insurance Company, Boston, Massachusetts 
APPENDIX 5 
Copy of letter mailed to twenty-four schools listed in 
Appendix 5, soliciting co-operation in assembling the mailing 
list for this study. 
Mr. James R. Meehan 
Hunter College 
695 Park Avenue 
New York 21, New York 
Dear Mr. Meehan: 
*** 
February 14, 1950 
In partial fulfillment of the doctoral program at Boston 
University, I propose to survey office job activities per-
formed by people who have studied in secretarial curriculums 
on the post-high-school level. This will be accomplished 
through the use of a Position Description Form which I have 
prepared. 
I propose to submit this inquiry form to people who have been 
enrolled in the classes of 1945, 1946, 1947, 1948, and 1949. 
Would it be possible for you to make the names and addresses 
of your former students available to me? 
You might be interested to know the schools which have already 
agreed to co-operate. They are: Boston University, College 
of Practical Arts and Letters; Simmons College; Syracuse 
University; University of Connecticuti University of Vermont; 
Wilson College; and, Ohio University \Athens). This should 
provide a good picture of patterns of office job activities 
in a variety of organizations and on a broad geographic 
base. 
I sincerely hope that you will find it possible to co-operate 
in this study. 
Thank you. 
Cordially yours, 
Sally Berry Maybury (Mrs. T. J.) 
Assistant Professor of Economics 
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APPENDIX 6 
Schools solicited for co-operation in assembling the mailing 
list for this study. 
*** 
1. Bay Path Junior College, Longmeadow, Massachusetts 
2. Boston University, College of Practical Arts and Letters, 
Boston, Massachusetts 
3. Chandler School, Boston, Massachusetts 
4. Columbia Junior College, George Washington University, 
Washington, D. C. 
5. Columbia University, Department of Secretarial Studies, 
New York, New York 
6. Edgewood Junior College, Edgewood, Rhode Island 
7. Hunter College, 695 Park Avenue, New York, New York 
8. Katherine Gibbs School, 230 Park Avenue, New York, New York 
9. Margaret Morrison College, Pittsburgh, Pennsylvania 
10. New York University, School of Commerce, New York, New York 
11. Ohio University, Athens, Ohio 
12. Packard School, Lexington Avenue, New York, New York 
13. Regis College, Weston, Massachusetts 
14. Rider College, Trenton, New Jersey 
15. St. Joseph's College, West Hartford, Connecticut 
16. Salter Secretarial School, Worcester, Massachusetts 
17. Simmons College, Boston, Massachusetts 
18. Syracuse University, Syracuse, New York . 
19. Temple University, Philadelphia, Pennsylvania 
20. University of Cincinnati, Cincinnati, Ohio 
21. University of Connecticut, Storrs, Connecticut 
22. University of Vermont, Burlington, Vermont 
23. Wayne University, Detroit, Michigan 
24. Wilson College, Chambersburg, Pennsylvania 
297 
APPENDIX 7 
(Copy) 
April 21, 1950 
Dear Mrs. Maybury: 
Your letter of April 15 has been referred to me. 
While we shall be glad to co-operate with you in connection 
with your research, it will involve a considerable amount 
of clerical detail for us to compile iists of all the students 
who have been enrolled in our various courses for the years 
1945, 1946, 1947, 1948, 1949. 
Will it suffice for us to prepare for you a list of a 
limited number of the graduates of each of our classes who 
are currently employed in the principal fields? This will, 
no doubt, give you the same information that you would re-
ceive from a complete coverage of all of our graduates. 
I await your reply. 
Sincerely yours, 
A. M. Brick (Signed) 
Director 
From: Berkeley School 
22 Prospect Street 
· East Orange, New Jersey 
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APPENDIX 8 
MR. BRICK, 
DIRECTOR of the 
BE!UCELEY SCHOOL 
has recommended lQU as one 
who would complete the form 
attached--
thereby, sharing information 
about your Job, through this 
study of office Job activi-
ties. 
The data are being gathered 
from people, who, like your-
self, have studied subjects 
in the secretarial field on 
the post-high-school level. 
They are people who &rework-
ing on a variety of office 
Jobs, in a variety of enter-
prises-- business, industry, 
education, and many others. 
rrom these data, we hope to 
get a composite picture of a 
week's activities on various 
types of office Jobs. This 
will help those of us who are 
teaching secretarial studies 
courses to determine whether 
or not our students are being 
taught to perform the duties 
which they will be called on 
to perform on their future 
Jobs. 
YOUR INTEREST AND COOPERATION 
ARE NEEDED to make this study 
a success. Please complete 
the Position Description Form 
so that 1t will describe your 
Job as closely as possible. 
APPENDIX 8 (continued) 
UNIVERSITY OF VERMONT 
AND STATE AGRICULTURAL COLLEGE 
BURLINGTON, VERMONT 
Department of Commerce and Economics 
Dear Alumna: 
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As you look at the Position Description Form, you will find that you are asked to 
give information about YOU and about YOUR JOB, as explained in the following para-
graphs. 
a} On pages 1 and 2, you will give general information that will describe your 
preparation and your job. 
b) On the pages following this general information, there are three columns at 
the left of each page in which you will describe your duties. · The information 
in the first column wiil give an over-all picture, and the information in the 
second and third columns will give a picture of as nearly as possible a typical, 
full working week. This will be accomplished as follows: 
In COLUMN I, you are asked to place a check mark against every duty you 
perform at any time. At the same time that you do this, please check 
twice any duties you perform occasionally, but which are not a part of 
your regular weekly activities. 
In COLUMN II, you are asked to write your best estimate of the number of 
hours that you spend on any duty which takes a good share of your time--
that is, at least one-third. Make your estimate to the nearest half-hour. 
In COLUMN III, you are asked to write your best estimate of the number of 
hours that you spend on any other duties which you do as a part of your 
regular weekly work. Here again, as in COLUMN II, make your estimate to 
the nearest half-hour. 
c) On these same pages which list the duties, at the extreme right of each page, 
are COLUMNS J and s. In one or the other of these columns, you will place a 
check mark against every duty you perform. This will indicate to us whether 
you think a particular duty is more efficiently learned on the JOB or in 
SCHOOL. 
If you will share in this study, and I sincerely hope that you will, you will be 
contributing valuable information, and making a reality of the much-needed 
co-operation between school and business. If, for any reason you are not currently 
working on an office job, please be good enough to fill in the first three lines on 
page 1 of the booklet, and return it just the same. An addressed return envelope 
is enclosed for your convenience. 
MAY I HAVE YOUR COMPLETED BOOKLET BY MAY 29? 
Thank you very much. 
Cordially yours, 
Sa{~.~~;::~) Assist:~~rqrr~fessor of Economics 
Enclosure 
APPENDIX 8 (concluded) 
A study of YOU, for YOU --
The School of Education 
of 
BOSTON UNIVERSITY 
Boston, Massachusetts 
looks at you · and your job 
POSITION DESCRIPTION FORM 
/ 
Prepared by 
Professor Sally Berry Maybury 
of the 
Department of Commerce and Economics 
at the 
UNIVERSITY OF VERMONT 
Burlington, Vermont 
1950 
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301- IDENTIFICATION DATA 
DIRECTIONS: Use black pencil for completing this and the following pages. If you are not 
currently employed, fill in the first three items only, and return this booklet 
in the enclosed addressed envelope • . ~ Miss~ ' 1. Name: -----,----,------(First) (Middle) (Last) Mrs. Mr. 
2. 
3. 
4. 
5. 
School attended: 
(Please check) 
Bay Path Junior College 
Berkeley School 
Boston University 
Edgewood Junior College 
Ohio University (Athens) 
Packard Junior College 
Regis College 
Rider College 
Enrolled in class of: 1945 CJ 1946 c=J 
Name of present employer: 
(Company, school, or 
Location of office in which you are working: 
St. Joseph College 
Simmons College 
Syracuse University 
University of Connecticut 
University of Vermont 
Wayne University 
Wilson College 
University of Cincinnati 
1947 CJ 1948 CJ 1949 r=J 
other) 
(City) (State) 
6. Number of employees: Total Office On type of job you hold 
-----
7. Type of activity~:~~-~-~--~------~~~~---~~-~-.--------­(i,e. banking, insurance, manufacturing, school, etc.) 
8. Your job title: 
(as it appears on the pay roll) 
9. Complete the following if these U.S.Department of Labor terms are used in your office, 
Dictionary Title (for your job): __________ __ Dictionary Code:----------
10. THE FOLLOWING TABLES ARE INTENDED TO DESCRIBE THIS JOB AS TO: (1) Job category--major 
activity (2) Grade--level of activity. 
TABLE I Job Category 
TABLE II Grade 
TABLE I 
Receptionist 
Messenger 
Telephone Operato r 
Mail Clerk 
File Clerk 
Record Keeper (Manual) 
Record Keeper (Machine) 
Bookkeeper (Manual) 
Bookkeeper (Machine) 
General Typies 
Statistical Typist 
Stenographer 
Secretary 
Other: 
If this job is admittedly in one category, that of Stenographe 
for example, but you relieve in some other activity sometimes, 
check only Stenographer. There is provision later for recordi 
the other activities which you are called on to do during _part 
of your time. If, however, your time on this job is definitel 
divided among several major categories, indicate by checking 
those categories which apply. · 
If, in this office, there is an established grade for this jo 
indicate on the line to the right of the category checked in 
TABLE I; by checking in the box representing the level, If 
there are grades other than those listed, indicate on the lin 
at the extreme right the term established in your office desc 
ing the level of activity of your job. If no grading system 
exists in this office, disregard TABLE II. 
TABLE II 
lst 2nd 3rd 
Chief Grade Grade Grade er: 
-1-
11. 
12. 
13. 
How long have you been on this job? 
How long have you been . with this company? 
Did you come to this job from: 
SBM PDForm 
. 30? 
____________ Years 
_________ Months 
----~----Years _________ Months 
School 
Another job in this company 
'A job in another company 
Not employed prior to this job 
14. Describe below the jobs you have held since school prior to the present job you are 
holding, regardless of whether they were with this company or another company. List 
in order of recency. 
Job Title 
(As it appeared on the payroll) How Long 
Years Months 
------ ------------
Years Months 
------ ------------
___________ Years 
---..,--------- Months 
Years 
-----
-----------Months 
15. To how many executives or supervisors are you responsible? One c=J Twoc=J More c:::=J 
16. What job or jobs are open to you for promotion from this job on which you are now work-
ing? (Use Job Title$ as they appear on payroll.) 
17. Indicate the number of working hours in your office: _________ per day __________ per week 
18. Check in the proper box indicating to what age group you belong at your nearest birthday. 
20 or under E3 26 to 30 E3 
21 to 25 31 or over 
9. Check in the box below which most closely tells the grade level of your last college, junior college, and/or secretarial school year. 
Graduate 
1st 2nd 3rd 4th Year 
Secretarial School § § § § § Junior College 
College 
In TABLE I and TABLE II below, check the items as follows: 
Check in the left-hand box any items you studied. 
Check in the right-hand box any items you studied, and which you feel have had value 
to you in your work experience. 
c) Check in the columns at the extreme right as to whether the machines you checked in 
TABLE II were electrically and/or manually operated. 
TABLE I 
Subjects 
okkeeping or Accounting 
siness Correspondence 
lish Composition 
glish Fundamentals 
ling 
ce Management 
retarial Practice 
rthand (hand) 
rthand {machine) 
ech 
TABLE II 
Machines 
Bookkeeping Machines 
Calculating Machines 
Comptometer 
Adding-Listing Machines 
Ditto--Direct Process 
Ditto--Gelatine Process 
Mimeograph Machine 
Multigraph (type setting) 
Typewriter 
Addressograph 
Dictating Machine 
Cylinder Shaving Machine 
Transcribing Machine 
Switchboard 
Varityper 
Others: 
-2-
Elec-
tric Manual 
1 
2 
3 
4 
5 
6 
S-1 
DIRECTIONS SBM PDFor1 
(You need not write anything on this page) 
PLEASE READ THIS PAGE CAREFULLY 
Your entries in COLUMNS II and III on the following pages should be based on the total hours 
per week, using your LAST TYPICAL FULL WORKING WEEK. Estimates should be made to the neares 
half-hour. 
There is a place for a SUMMARY OF TIME on the last page of the booklet. The summary of the I 
time recorded in COLUMNS II and III should be within TWO HOURS (plus or minus) of the estab ' 
lished TOTAL WORKING HOURS PER WEEK IN THIS OFFICE. 
FOLLOWING IS A SAMPLE PAGE 
NOTE: This is how page 4 might look after completion by a person whose entire time is de-
voted to the FUNCTION OF RECEIVING CALLERS. This will give you an idea as to the 
mechanics of this form. At the lower part of this page is the SUMMARY OF TIME for 
this emp1oyee as it would appear on the last page of the booklet. 
POSITION DESCRIPTION FORM 
In COLUMN I, check every duty listed that you perform at 
any time. Check ~ those duties which are not a part 
of your regular daily or weekly job, but which you do 
bi-weekly, monthly, semi-annually, annually or uncommonly. 
I 
In COLUMN II, write your best estimate of the total time 
given to each duty that occupies at least one-third of 
your time. Base your estimate on your typical, full work-
ing week. Record the time to the nearest half-hour. 
II 
If! COLUMN III, write your best estimate of the total time given to 
each duty you perform regularly, but which occupies less than one-
third of your time. Base your estimate on your typical, full work-
ing week. Record the time to the nearest half-hour. 
' III 
7 
DUTIES 
(1) FUNCTION OF RECEIVING CALLERS 
rform fall in this catego , go .on to the next section) 
Receiving business callers 
Arranging appointments for company personnel 
location of various personnel in 
or not the will meet calle 
v/ Securing and giving necessary information to vis.itors 
Interviewing business callers to determine to whom they 
should be referred if at all 
ng a record of caller's na 
ose of the call and refe 
Established working hours per week in this office: 
Total time allowed for rest periods per week: 
NET WORKING TIME IN THIS OFFICE PER WEEK (a minus b) 
Total time recorded in COLUMN II 
Total time recorded in COLUMN III 
ESTIMATED TOTAL TIME PER WEEK IN ACTUAL PERFORMANCE 
(This figure (d plus e) should be within two hours 
(plus or minus) the figure shown in Item (c) above.) 
-3-
title, com~any 1 and the to execut1ve 1nvolved 
1_0 hours 
I hours .10 
Jd hours so 
l1:. hours 
z.s hours 
J.:i hours 
POSITION DESCRIPTION FORM SBM PDForm 
In COLUMN I, check eve ry duty listed that you perform at 
any time. Check twice th ose duties which are not a part 
of your regular daily or weekly job, but which you do 
bi we e kly monthly o;emi annually c-nnually or uncommonly 
-
' ' 
- ' -
' 
. 
t In COLUM.N writa your best estimate of the total time II, given t o each duty that occupies at least one-third of 
your time. Base your estimate on your typical, full work-
ing week. Rec ord the time to the nearest half hour. 
t In COLUMN III. write your best estimate of the total time given to each duty you perform regularly , but which occupies less than one -
third of your time. Base.your estimate on your typical, full work-
ing week. Record the time to the nearest half hour. 
t - DUTIES 
I II III 
(1) FUNCTION OF RECEIVING CALLERS 
(If none of the duties you perform fall in this cateqorv qo on to the next section) 
I II III DUTIES 
Receiving business callers 
Arrangi ng appointments for company personnel 
Securing i 1formation as to location of vari ous person ~ 1 in 
office or plant and whether or not thev will meet callers 
Securing and giving necessary information to visitors 
ng busi to determine to whom they 
shoula be referred if at all 
a· caller :1 :~~r 'i the purpose of the call and refer-rinq to execut .ve .n;ol ved 
OTHER duties you perform involving this FUNCTION: (specify) 
SUPERVItiNG the performanc e of )thers on any of the above duties guiding and instructing 
e sure to check th-e two columns at the right before going on to the next section) 
- 4 -
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30-5 ( 2) FUNCTION OF MESSENGER SERVICE SBM PDForm 
(If none of the duties you perform fall in this category, go on to the next sectibn) 
I II III DlffiES J s 
Escorting visitors to various parts of office or plant 
Call cting and/or delivering written memos within the office 
or plant 
Col ecting and/ or delivering oral messages within the office 
or plant 
Doi ~ miscellaneous errands inside and/ or outside office 
or p ant · 
Shaving dictation cylinders; erasing dictation discs 
OTHER duties you perform invc; lving this FUNCTION: (specify) 
SVPERVI~ING the performance of Jlthers on any of the above 
duti e s ,guiding and instructing 
(Be sure t o check t he two columns at the right bef ore going on to the next section) 
(If none ( 3) FUNCTION OF TELEPHONING AND RELATED ACTIVITIES section) of the duties you perform fall in this cate__9_(}_!}'_ ~ on to the next 
I II III DlffiES J .' 
Receivin{ or m~~i8r inter-plant phone calls or local phone 
calls ou ·side o ant 
\ Receiving or making long distance phone calls 
R I .. ece1v1ng telegrams, cablegrams, radi ograms 
Sending tel egrams, cablegrams, radiograms composed by others 
ii~~ ng telegrams, cablegrams, radi ograms, and sending, or 
gi lng t o someone else to send 
;a~~ng rec1l1s o ~names Jfd information involved in making 
an ' or · rece, ~_Q one~ d 
Takinf down oth send~~d and ng 
versa ion using a rec o hnq mechanism 
ends of a phone con-
Receiving and/ or sending teletype messages 
Re ceiving and/ or sending on tel autograph 
. Ope r ati ng inte 1ffice call system, au xiliary internal or any 
communicati on ~ratus 
Receiving and/ or sending through pneumatic tube 
Operating pneumatic tube central station 
Opening and/ or closing teletype station 
Operating office switchboard (PBX or other) 
OTHER duties you pe r f orm involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
SUPERVISING the performance of others 
duties (guiding and instructing) 
on any of the above 
(Be sure to check the two columns at the right before going on to the next section) 
-5-
( 4 ) FUNCTION OF MAILING SBM PDForm 306 (If none of the duties you perform fall in this cateqorv qo on to the next_ section) 
I II DlJTIES J s 
~6 Incoming mail: Obtaining mail from post office 
I 
~7 Sorting mail 
~8 Opening mail (manu al! y) 
I 
9 Opening mail (machine) 
0 Stamping mail with time and/ or date stamp 
Checking enclosures 
;> Reading mail f or distributi on 
Rou t ing mail to proper pe r sonnel 
Rout i ng pe r s onal unopened mail 
Distribu t ing mail 
Outg oing mail : Collecting mail from various pe rsonnel 
Sorting mail 
Checking enclosures 
encl osures 
and/ or securing necessary 
Folding letters 
Collating enclosures 
Inserting material in envelopes 
Sealing envelopes (manually) 
Sealing envelopes (machine) 
Weighing letters and/ or packages 
Wrapping packages 
Calculating postage for letters and/o r other 
Affixing stamps (manually) 
Affi xing stamps (postage meter machine) 
,. ' 
Registering and/ or insuring mail of any kind 
Delive ring mail t o post office 
Tracing mail of any kind 
Forwarding mail 
Preparing mail fqf, maste ilenvelopes for sales 
men or branch off ce or p ant 
gH~iting mail to salesmen, branch office or 
Maintaining salesmen's route lists 
Interoffice Collecting from various personnel in plant 
m.aiJ._; and office 
Sorting and routing 
Distributing 
sure to check the two columns at the right before going on to the next section) 
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307 (4) FUNCTION OF MAILING--continued from page 6 SBM PDForm 
I II III DUTIES J s 
59 Miscellane_Qill Keeping record of -stamp inventory 
mailino dutie_s: 
60 Requisitioning stamps 
61 Purchasing postage stamps supply at P.O. 
62 Filing daily report on metererl mail used 
63 Taking postage meter to P.O. for new supply 
64 Arranging for special mailing permits 
OTHER duties you perform involving this FUNCTION: (specify) 
c -4 CHECKING the performance of others on any of the above duties 
s -4 SUPERVISING th' performance of others duties (guiding and instructing) 
on any of the above 
(Be sure to check the two columns at the right before going on to the next secti on) 
(If nor e of th 
(5) FUNCTION OF FILING 
dutie~ vou perform-fall in this cateqorv qo on to the next section_) 
I II III DUTIES J s 
65 Inspecting material for release for filing 
66 Reading to determine under what title to file 
67 Coding or indexing for: Soundex 
68 Variadex Alphabetic 
69 Triple Check Automatic Alphabetic 
70 Numeric 
71 Subject 
72 Geographic 
73 Straight Alphabetic 
74 Other: (specify) 
75 Rough sorting for filing (any system) 
76 ing corre e or 
other business papers in: Soundex files 
77 Variadex Alphabetic files 
78 Triple Check Automatic files 
79 Numeric files 
80 Subject files 
81 Geographic files 
82 Straight Alphabetic files 
83 Other: (specify) 
(Be sure to check the two columns at the right before going on to the next section) 
- 7-
(5 ) FUNCTION OF FILING--continued from page 7 SBM PDF9-rm 308 
I II II I . DUTI ES J s 
4 Fil i ng i n vi sual i ndex f il es: Vi side x (tub) 
5 Kardex (cards) 
b Vis i ble index (boo k) 
7 Fili ng ca rds any s i ze (othe r t han Ka r dex ) 
Locatinf and 
f r om fi e s 
pull i ng corre spondence or othe r busi ne ss pa pers 
Loca ting and pull i ng ca r ds ( any si ze) f r om fi l e s 
Arr anging f or Charge Outs 
Tra ci ng "Out" mate rial 
Providing fo r cros s re f erencing 
Dete rmining when new individual fo ld e rs sh ou ld be e s t ablished 
Pre pari ng new fo lders fo r the f ile s 
Establi shing and pre pa ri ng guide s fo r f il e s f or co rresp.ond-
ence or other bus i ne ss pape r s f orms or cards 
Opera ting ca rd tickl er , fo llow-up or pending f il e 
Operating sheet t ickler , f oll ow-up or ,pending fil e 
Mainta ini ng catal ogue fil e 
Maintaini ng fi l e s of technical manuals and/or suppli es of 
page s. or cont ent s of them 
Ma i nt aining t ack map s 
Operating e quipment fo r and/o r main t aining phot ographic file 
Tr an sfe r r ing mat erial to inact i ve fi l es . 
Destroying unwant ed re cords at trans f e r peri ods 
Ke eping sc rap boo k 
' Mainta ini ng business lib r ary of r e f erence books and materi al s 
OTHER dut ie s you perfo rm involving t his FUNCTION: (specify) 
CHECKING the pe r fo r mance of others on any of the above duties 
SUPERVI SING the performanc e of others on any of t he above 
duties (guiding and instruct i ng) 
sure to check the t wo co l umns a t the r i ght before goi ng on to the next sec t ion ) 
- 8 -
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309 (6) FUNCTION OF .RECORD KEEPING SBM PDForm (I'f none of the duties you perform fall in ·this category go on to the ne,xt section) 
I II III DUTIES J s 
Doing (mentally) arithmetic problems of a routine nature 
involving few figures 
ng ( ally) ari c probl a involved 
nature · discounts interest oercentaoes etc 
Op>bit i ng
0
f lcul~ting m~t ineifor_vi prol .ems a rou .ne nature nvol .nq: Addition 
Subtraction 
Multiplication 
Division 
Operating comptometer for p :oblems Addition of a routine nature involving: 
Subtraction 
Multiplication 
Division 
Operating adding-listing machine 
nature 
for problems of a routine 
Solving more involved problems, i e. 
factors correlations, etc. using: Calculating Machine 
Comptometer 
Adding-Listing 
Keeping mailing list(s) up-to-date 
Making addressograph plates 
Operating addressograph machine 
Making and/ or recording disbursements from petty cash 
Posting petty cash slips 
Maintaining petty cash fund--balancing and replenishing 
Obtaining currency from bank for postage, petty cash, etc. 
Checking expense accounts for salesmen and/or other personnel 
Maintaining checking account for company or company personnel 
;~~g~n_y_l~e_rs_Q_I}nel f~~cou~~~ s payable--against company and/or 
Preparing promissory notes, drafts, etc. 
Operating check writer or protectograph 
Endorsing checks for deposit 
Prepa r ing currency for deposit--manually 
Operat ing change counting machine 
Preparing bank deposit slip 
Delivering bank deposit to bank 
Re ciling monthly bank st for ompany 
and/or for accounts of company personnel 
account, 
Computing working time records for employees 
(Be sure to check the two columns at the right before going on to the next section) 
-9-
39 
40 
~1 
~2 
(6) FUNCTION OF RECORD KEEPING--continued from page 9 
I II III DUTIES 
Recording employe~s· working time 
Calculating payroll using payroll machine · 
Preparing coin sheet and/or requesting payroll from bank 
SBM PDf br m 
310 
J s 
~-----+------;-----~r-----------------------------------------------------------+---+-~ 
Putting up wages or salaries (cash) 
~-----+------;-----~r-----------------------------------------------------------+---+-~ 
·3 Keeping books in general accounting system (hand) 
r---;----+----r--------------------------------------+~~ 
f4 Keeping books in general. accounting system (machine) 
~-----+------;-----~------------------------------------------------------------+---+-~ 
.5 Operating statement machine 
~-----+------;-----~r-----------------------------------------------------------+---+-~ 
16 Operating billing machine 
~-----+------;-----~r-----------------------------------------------------------+---+-~ 
7 Operating posting . machine 
~----+-----+-----;---------------------------------------------------4-~~~ 
IB Operating cash register 
9 hecki g accounts pay e invoices preparatory to payment--~-----;-------+------;-~ge~t~t;i~n~g~O~·~K~·~f~o~r~r~e~c~e=i~~pt.~·~c~o~n~d=i~t=i~o~n~o~f-~qo~o~d~s~~e~t~c------------~--~-; 
) Keeping records of personal property and/ or real estate 
r----r----r----r----------------------------------------+-~~ 
Keeping records of insurance policies 
Keeping records of investment sec~rities 
Keeping records of financial notes 
Filing statements of claim with common carriers 
Requesting credit reports from Dun and Brad, checking ratings 
and recording 
Requesting special credit information from bank or others 
Secu r ing letters of credit from bank 
stigating references , personal and/or financial, regard-
ing customer credit pers onnel purposes c r other· 
Operating punch card machine 
Operating tabulating machine 
Ope rating sorting machine 
Maintaining cent r al stock of office supplies 
Keeping and/ or taking inventory of office supplies 
OTHER duties you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
SUPERVI~ING the performance of others on any of the above 
duties (guiding and instructing) 
sure to check the two columns at the right before going on to the next section) 
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311 SBM PDForn (7) FUNCTION OF TYPEWRITING 
·.; (If none of the dut i es you perform fall in thi s ca t ego r y, go on to the ne xt sect ion ) 
I II III DUTIES J s 
164 Typing labels, ca r ds, s hi ppi ng tickets, etc. 
1 65 Typing add re sses on envelopes 
166 Typing from not r ouqh 
copy) 
draft memos, notices , l etters 
167 .manuscript s 
168 spe ci fi cations 
169 r epor ts 
170 l egal forms 
171 Ot he r: (s pe cify) 
172 Typing from rough draft: memos, noti ces, let ter s 
173 manusc r ipts 
174 s peci f ications 
175 report s 
176 l egal forms 
177 Other : (specify ) 
178 Typi ng ci rcula r l et t ers i n qua nt i t y 
179 "Fil ling in" duplicated l etters with da t e , insi de addres s, etc. 
180 Typi ng form l etters comp osed of s pecifi ed form paragraphs 
181 Typi ng fo rm l etters se l ecti ng the proper form parag raph s t hat 
acclv to the situat i on 
182 Typing mi meo gr aph stencils 
1 83 Prepa r i ng s t encil s on mimeos ccpe 
184 Pr eparing di tto ma s t er copies : Di rect Process 
185 Prepari ng dit to mas ter copi e s Ditto typewr i ter r i bbon gel atin process , using: 
186 Di tto ca rbon paper 
187 Dit t o pencil 
188 Typi ng with multiple carbon copies-- f i ve or more 
189 Typi ng on conti nuous for ms 
190 Typing i nformat i on on pri nted for ms : i nvoi ces , pur cha is e 
orders s ales orders s tock requi s i tions etc . 
1 91 "Filling in " legal forms: contracts , l eases , mortgages, proxies insurance forms etc. 
1 92 "Fill i ng i n" securi ties : stocks , bonds 
1 93 Typing stati s tical da t a in previously set - up tabul at ed form 
194 
• 
Typing stat i stical dat a requiring your own planni ng of the 
set - up of the tabul at i on 
195 Typing from dictation to the mach i ne--simpl e , familia r matter 
1 96 Typing ·from di ctation t o the machine- - unfami l i a r matt er; ha ving to decide on format as it is being typed 
(Be s ure to check the t wo columns at t he right be f ore going on to the next s e ction)" 
-ll -
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(7) FUNCTION OF TYPEWRITING--continued from page 11 SBM PD_Form 
312 
I II III DUTIES J s 
Composing material at the typewriter--routine,familiar matter 
Com~osing more involved material at the machine--having to dec1de w at is to be included or omitted 
Proofreading own material 
Proofreading material prepared by others 
OTHER duties you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
' 
SUPERVISING the performance of others 
duties (guiding and instructing) on any of the above 
(Be sure to check the two columns at the right before going on to the next section) 
(8) FUNCTION OF DICTATING AND TRANSCRIBING 
(If none of th dutieE vou oerfoJm fall in this~ _go on to the next section) 
I II III DUTIES J s 
Taking dictation over phone 
. Taking dictation: Longhand 
Shorthand (handwritten--any kind) 
Machine Shorthand 
Transcribing dictation: Longhand notes 
Shorthand notes 
Machine Shorthand notes 
Machine--cylinders 
discs 
belts 
wire recorder 
tape recorder 
;~{ nd dictat~tL material 
of a fa1 :liar and rout ne nature: Stenographer 
Dictating machine 
Typist 
Composing and dictating material Stenographer of a more involved nature: 
Dictating machine 
Typist 
OTHER duties you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
SUPERVITING the pe r formance of others on any of the above 
duties guiding and instructing) 
e sure to check the two columns at the right before going on to the next section) 
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313 (9) FUNCTION OF SECRETARIAL ACTIVITY SBM PDForm 
I II III DUTIES J s 
219 Administering tests for employment or other personnel purpose 
220 Checking on absenteeism (plant or office) 
221 Arranging vacation schedule for employees 
222 Collecting office contributions f or personnel purposes 
223 Keeping engagement calendar for employer 
224 ;~/~ .;~~~· f work and/o engagements for employer, an• ~ r ie1 nrii.nq him of these thinas 
225 Planning itineraries for company personnel 
226 Making travel reservations: hotel, train, plane, ship 
227 Making arrangements for conferences for employer 
228 Planning agenda for company or employer sponsored meet;i.ngs 
229 Abstracting i~a~~~n~emati or material on file, informin{ yourself rega .ng tai s about accounts customers e c. 
230 Securing an~J; :ilng' m~ili )J-f rial from library or sources 'or prepa i in iepo form 
231 Editing manuscript or other prepared material of this nature 
232 Attending business lectures or meetings; reporting on same 
233 Acting as notary public 
234 Clipping coupons from investments for employer or company 
235 ii paring inc, 'o;ming turns fo ~~~)loyer or firm (compiling 
.aures and perf1 calculations 
236 Opening and closing safe with full or shared responsibility 
OTHER duties you perform involving this FUNCTION: (specify) 
C-S CHECKING the performance of others on any of the above duties 
S-S SUPERVISING ."!:he performance of Sthers duties (guiding and instructing 
on ·any of the above 
(Be sure to check the two columns at the right and to complete the SUMMARY OF TIME, p 
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THIS IS YOUR SUMMARY OF TIME---
Just to be sure that your entries in COLUMNS II and III 
equal within two hours (plus Dr minus) the total working 
hours per week established in your office-~-
(a) Established working hours per week in this office: 
(b) Total time allowed for rest periods per week: 
hours 
hours 
minutes 
minutes 
(c) NET WORKING TIME IN THIS OFFICE PER WEEK (a minus b) hours minutes 
(d) Total time recorded in COLUMN II hours minutes 
(e) Total time recorded in COLUMN III hours ___ minutes 
(f) ESTIMATED TOTAL TIME PER WEEK IN ACTUAL PERFORMANCE hours minutes 
(This figure (d plus e) should be within two hours 
plus or minus the figures shown in Item(c) above.) 
THANK YOU VERY MUCH---
for co-operating in this study. 
-14-
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APPENDIX 9 
Follow-up 1 
WHAT are you going to do in the next 20 MINUTES? 
WHY not complete and return the POSITION DESCRIPTION FORM 
which I mailed to you recently, if you have not already 
done so? 
REMEMBER--I need YOUR contribution to the picture! 
THANK YOU!!!!! 
Sally Berry Maybury 
Assistant Professor of Economics 
University of Vermont 
315 
APPENDIX 9 
Follow-up 2 
July 5, 1950 
Door Alumna.: 
Recently I mailed to you a POSITION DESCRIPTION FORM, soliciting 
your co-operation. The results of these completed descriptions 
will supply data for n r esearch study of office job activities. 
Tt.is information is of irmneas urable value to those of us who 
arc teaching, so that we may prepare our students more adequately 
for · the jobs thoy will go to. And it is only from people like 
you, working on office jobs, that we can secure the necessary 
information. 
So fo.r the returns have been good. However, in order that the 
r esults shnll be renlly menningful and of importnnce I should lil{e 
to have es nearly 100% returns as possible . THIS MEANS THAT I 
REALLY :f\TEED YOUR HELPt Your· school was chosen, and you were chosen 
to participate in this study, with the expectation that this par-
ticular sample would bring the most complete returns. If, therefore, 
you have not already sent in your POSITION DESCRIPTION FORM, ·won't 
you do this for me within the next few days? Experience on try-
outs has indicated that it seldom requires more.than twenty minutes, 
often not that much time, to complete this form. 
If you are not·working on a job of this nature, or, if you are not 
working at all, please complete the first three items on the form 
and return it just the snme. This information, too, will. lend 
validity to the study •. 
Thank you~ 
Cordially yours, 
Sally Berry Maybury (Mrs. Thomas J.) 
Assistant Professor of Economics 
U~ivorsity · of Vcnnont 
Burling ton, Vermont 
Stnnmer address: 152 Allen Street 
Springfield, Massachusetts 
I 
/ 
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APPENDIX 9 
Follow-up 3 
July 20, 1950 
How about getting that POSITION DESCRIPTION FORM 
into the mail? 
317 
The response has been excellent! But, I'd like you 
to share in this study too. Just fill in the form 
to give as good a picture of your job as you can. 
Of course your job IS IMPORTANT TO YOU!!! IT IS 
IMPORTANT TO US, TOO, as teachers of future office 
employees. DON'T MISS THIS OPPORTUNITY to pass 
your experiences along to them. 
Let's have REAL CO-OPERATION between business and 
school!! 
Cordially yours, 
Sally Berry Maybury 
Assistant Professor of Economics 
University of Vermont 
I 
318 
APPENDIX 10 
The following excerpts are typical of the many messages received with 
the Position Description Forms returned. Consistently they reveal 
qualities of interest and enthusiasm. Variety of tasks was universal.l.y 
mentioned in these messages--a characteristic of secretarial positions. 
" •••• It was impossible in most instances to speci~ time given to the 
various duties because, owing to pressure of time in getting advertis-
ing material to Latin America, it is necessary to delay on the regular 
duties frequently. We constantly work under pressure to meet Latin 
American deadlines." 
"It is almost impossible to estimate time, even approximately ••••••••• 
'rhere is no 1 typical' week, and length of time given to the various 
duties is never constant. MY employer's schedule takes him out of the 
office frequently. 11 
11 I am sorry for the delay ••• but I have kept the questionnaire in an 
~ttempt to arrive at an accurate schedule of the work I do regularly. 
Each day, however, is so different that such a schedule is impossible 
to keep." 
" ••••• there is much variety in my tasks. As secretary to the Person-
nel Manager, I interview applicants, do much of the hiring of clerical 
employees, have a considerable amount of telephone work and personal 
contact work. I keep and supervise the recording of personnel data, 
daily records, surveys, etc., and meet new problems daily which makes 
my work far from routine." 
11 My tasks are extremely varied. llfry superior is out of the country 
much of the time, and I devote whole days to his correspondence some-
times." 
"ltr day-to-day duties vary tremendously-no two days are ever alike. 
I hope I have helped in this interesting survey. 11 
"No two weeks of my job are ever alike. In addition to regular secre-
tarial duties, I help arrange summer conferences and prepare programs 
for them. I also help edit and prepare for printing a bi-monthly 
publication, and sometimes write the copy for i t. 11 
APPENDIX 10 (continued) 
" •••• our operations vary at different times of the year, and I have 
tried to take this into consideration. Thalli( you for giving me an 
opportunity to participate in your study." 
319 
11
•• • • My employer is in the office only part of a day each week usually, 
and devotes the remainder of his time to field work. 'l'herefore, I 
handle practically everything that comes into t he office during the 
week." 
11 
'l'hank you for allowing me to answer your questionnaire. At one 
time or another I do all the duties I have checked, but the time 
spent on each duty varies weekly.n 
11 1zy" work is varied and extremely interesting ••• College courses in 
~~ing, shorthand, machines, filing, and business letters have been 
enormously helpful as a background for :my work, but there is much to 
learn on the job •11 
"It has been impossible for me to calculate the time given to the 
various tasks which I perform, because of the nature of this organi-
zation. Good luck to you on your project. 'l'hese results should be 
most welcome. 11 
11 :May I compliment you on the preparation of such a comprehensive form. 
The thoroughness with which it was prepared makes it simpler to fill 
out. I find that my training at •••••• was excellent preparation. 
Greater stress on the follmving would have been valuable: organiza-
tion of large mailings; purchasing supplies for the small office, 
brands, etc.; English grammar, and spelling. • ••• I should appreciate 
seeing the results of this study." 
11 Your survey is one of particular interest, and if there is any other 
way that I can help you, please do not hesitate to l et me know.'i 
11 
•••• I spend much of my time each week in background study for market 
research work, along with nzy- regular s e ere tarial duties • 11 
APPENDIX 10 (concluded) 
(Copy) 
W~s. Thomas J. Maybury 
152 Allen Street 
Springfield, Massachusetts 
Dear Mrs. Maybury: 
July 24, 1950 
Thank you very much for sending me copies 
of your Position Description Form. 
It is most comprehensive and because of 
this feature, has been useful to me for training 
purposes for a new Job Analyst in our department. 
Insofar as clerical and secretarial type jobs are concerned, you have covered very thoroughly 
all of the possible functions which might normally 
be found in such occupations. 
Thank you for your kind attention. 
Very truly yours, 
Henry D. Chandler (Signed) 
Wage and Salary Administrator 
From: General Foods Corporation 
250 Park Avenue 
New York 17, New York 
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APPENDIX 11 
Names of Employers Reported by Two or More Individuals among 
456 Participants Working on Office Jobs 
Item 
Num-
ber 
Names of Employers 
1 *Aetna Life Insurance Company 
2 Aluminum Company of America 
3 *American Can Company 
4 American Cyanimid Company 
5 Automobile Mutual Insurance Co. of America 
6 Boston Mfrs Mutual Fire Insurance Company 
7 *Boston University 
8 Briqgeport Brass Company 
9 The Catholic Charit~ble Bureau 
10 Chrysler Corporation 
11 Columbia Broadcasting System 
12 *Connecticut, State of 
13 *Eastern States Farmers Exchange 
14 Eastman Kodak Company 
15 Edgars and Angell 
16 *Esso Standard Oil Company 
17 *Ethyl Corporation 
18 *General Electric Company 
19 *General Foods Corporation 
20 *General Motors Corporation 
21 *General Radio Company 
22 *Harvard University 
23 *International Business Machines Corporation 
24 Massachusetts Mutual Life Insurance Company 
25 Ohio University (Athens) 
26 Porter Station Garage, Inc. 
27 *Radio Corporation of America 
28 *Rensselaer Polytechnic Institute 
29 Rider College 
30 *Simmons College 
31 Temple University 
32 *United States Government 
33 *University of Connecticut 
34 *University of Vermont 
35 Wayne University 
36 Worcester Royal Porcelain Company, Inc. 
Number of 
times 
Mentioned 
4 
2 
4 
2 
5 
2 
6 
2 
2 
2 
2 
3 
2 
2 
2 
2 
2 
10 
6 
4 
2 
5 
3 
2 
2 
2 
3 
2 
2 
4 
2 
14 
4 
2 
2 
2 
*Participants reported employment in different offices or 
different branches of these organizations. 
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APPENDIX 12 
Promotional Job Possibilities Reported by 120 Parti-
cipants in the Secretarial Series and 48 Participants 
in the Stenographic Series 
Secretarial Series 
Number 
of 
persons 
Job Title or Description 
1 Vice President in Charge of Research 
2 Office Manager 
1 Assistant Office Manager 
2 Personnel Director 
1 Placement Officer 
1 Assistant Office Supervisor; Office Supervisor 
2 Purchasing Agent 
1 Assistant to Head of Billing Department 
1 Editorial Assistant 
1 Assistant Editorial Supervisor 
1 Editorial or higher secretarial position 
1 General credit work 
1 Economic Analyst 
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1 Supervisor 
1 Clerk-Bookkeeper ("Clerk" here has a higher connota-
tion than in the clerical sense. This was indi-
cated as a promotional possibility from the job 
entitled: "Secretary-Bookkeeper). 
1 Salesman 
1 Medical Record Librarian 
1 Copywriter 
1 Case Aide (Social Worker) 
1 Registrar 
1 Examiner; Reader 
1 Senior Clerk and Registrar of Voters 
1 Regionai Secretary 
2 Administrative Secretary 
1 Administrative Assistant 
1 Administrative Assistant; possibly Intelligence 
Officer 
1 Assistant to Vice President 
(continued on following page) 
Number 
of . 
persons 
APPENDIX 12 (continued) 
Job Title or Description 
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1 Confidential Secretary 
1 Division Head Secretary; Administrative Secretary 
1 Supervising Secretary 
13 Secretary to officer (titles included were: Senior 
Officer; President; Vice President; Director; 
Assistant to President; Treasurer; Assistant 
Treasurer) 
20 Executive Secretary to higher executive (titles in-
cluded were: Sales Manager; Office Manager; Per-
sonnel Manager; Credit and Collection Manager; 
Sales Promotion Manager) 
3 Private Secretary 
14 Higher secretarial levels {titles included were: 
Private Secretary; Senior Secretary; A-1 Secretary; 
Secretarial Assistant; Departmental Assistanti 
Secretary II, III; Assistant Record Librarian) 
1 Position with Board of Education 
5 Assistant to Department Head 
2 Assistant Office Worker 
9 individuals indicated promotions of the following 
type: With present employer as he is promoted; 
secretary to higher executive; progressively higher 
rated secretarial jobs. 
19 individuals indicated the following: possible addi-
tion of title; no promotion by title, only salary 
increases; no specified titles, but advancement 
probable; advanced job, but still with title of 
Clerk; just more responsibility; understudying 
Plant Manager; only expansion of scope of depart-
ment; by moving to another department or branch; 
through additional specialized training. 
120 Total 
Stenographic Series 
Number 
or Job Title or Description 
persons 
1 Rent Aide, Compliance Negotiator 
1 Auditor 
(concluded on following page) 
Number 
or 
persons 
1 
9 
1 
1 
13 
1 
1 
3 
8 
1 
4 
1 
1 
1 
48 
Note: 
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Job Title or Description 
Rate Clerk; Assistant Traffic Manager 
Secretary to Executive (titles included were: Vice 
President; Chief Engineer; Supervisor) 
Private Secretary; Statistical Typist 
Secretary 1; Secretary 2 
Secretary 
Junior Secretary 
Supervisor, Stenographic Department 
Assigned (or Personal) Stenographer 
Senior Stenographer or Senior University Assistant 
Stenographer-Secretary; Stenographer-Accountant 
Higher clerk ratings; Stenographer-Ediphone Operator 
fndividual indicated no higher position ::without 
further Civil Service testing 
individual indicated that all females are classified 
as"Stenographer" regardless of promotion 
Comptome±er Operator; Assistant-Bookke~per 
Total 
When two or more titles are reported in series and 
indicate the response of one individual, the titles 
are those given by the single individual as promotional 
possibilities. 
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Following are detailed findings with regard to individual 
positions on the basis of which re-allocations were made as the 
position-classification procedure developed. 
The first re-examination of the responses was made on the 
basis of data gathered in connection with receptionist duties covered 
by Function 1 in the Position Description Form. 
Stenographic Series 
Re-assigned to this series: 
40 positions indicated no performance in this function. 
10 positions indicated performance of only one task in this function. 
In no instance was Item 2, the discriminating task, checked by 
these individuals. Double check marks, and/ or length of time, 
and/or written explanation, showed the single task performed to 
be an incidental and not a common part of the job. 
21 positions indicated perfo~ce of more than one task in this 
function. Four of these individuals checked the discriminating 
task, Item 2, and three of the four checked all duties in this 
function. The predominance of double check marks, plus the 
length of time reported, and/or written explanation, indicated 
that the receptionist activities were incidental or 11 relie~' 
activities, and not a normal part of the job. 
5 positions indicated performance of three or more of the tasks in 
this function; none of them, however, reported performance of 
the discriminating task, Item 2. 'I'he presence of single check 
marks and longer periods of time reported, as well as written 
explanation of the respondents in some instances, indicated 
that performance in this function was more of a receptionist 
nature than secretarial. 
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Re-allocated to the Secretarial Series: 
13 positions indicated performance of three, four, five, or six of 
of the tasks in this function. All indicated performance of 
the discriminating task, Item 2. Although the supplemented 
payroll job titles were not of a secretarial nature, the ex-
tent and character of the receptionist activities, together 
with the fact that secretarial tasks were generally checked, 
and activity was indicated in several of the functions, re-
allocation of these positions at this point in the classifica-
tion procedure was believed to be in order. 
Recapitulation: 89 Stenographic Series •• first allocation 
13 re-allocated to Secretarial ~eries 
76 positions in the Stenographic Series after the 
first re-allocation 
Secretarial Series 
Re-assigned to this series: 
51 positions indicated no performance in this function. An examina-
tion of the Position Description Forms indicated activity in 
the secretarial function, however, to be a normal part of the 
job in all but twelve instances. The inquiry forms from two 
of these twelve tended toward the stenographic classification, 
but they were re-assigned to the Secretarial Series and marked 
for careful scrutiny as the classification progressed with 
consideration of ensuing functions. General activity through-
out the functions, and a straightforward payroll job title of 
Secretary, together with a check mark in the secretarial acti-
vity in Item 10, made re-assignment of this group of positions 
a logical one at this point in the classification. 
28 positions indicated performance of only Item 1 in this function. 
In all but three instances these people checked duties in the 
secretarial function. All of them, however, had payroll titles 
of Secretary and indicated only secretarial activity in Item 10, 
and were re-assigned to the Secretarial Series until further 
examination indicated other handling. 
141 positions indicated performance of several or all duties listed in 
APPENDIX 13 (continued) 
this function. This entire group performed the discriminating 
task, Item 2. All but eight of these workers performed tasks 
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in the secretarial function. 'fhe entire group, however, indi-
cated by supplemented payroll titles that they should be re-
assigned to the Secretarial Series, at this point in the classi-
fication procedure. 
83 positions indicated performance of several items in function one, 
but did not check Item 2. However, other criteria supported 
allocation of them to this series. In several instances the 
payroll titles were foreign to this series; for ~ple, Cases 
2 8 3 and 401 had payroll titles of 11 Clerk, 11 and Case 18 7, 
"Assistant to Assistant Sales Manager," and Case 172, "Policy 
Underwriter and General Clerk." All, however, checked only 
the secretarial category in Item 10. 
Recapitulation: 303 Secretarial Series--first allocation 
~ re-allocated from Stenographic Series 
316 positions . in the Secretarial Series after 
the first re-allocation 
The second re-examination of the responses was made on the basis 
of data gathered in connection with telephoning and related activities 
covered qy Function 3 in the Position Description Form. 
A detailed report follows on eighteen positions which were re-
examined because li tt.le or no performance was indicated in this 
function. 
Secretarial Series 
11 positions were re-allocated to the Stenographic Series on the 
basis of the following information: 
Case 56 The only activity indicated in this function was that of 
operating the switchboard, and this was checked twice as 
being an occasional task. 
APPENDIX 13 (continued) 
Further supporting the re-allocation were the following 
data: 
a) Indicated no receptionist and no messenger service 
activities. 
b) 'l'en hours was reported in stenographic activity. 
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c) Only one item was checked in the secretarial activity. 
The respondent indicated ten hours weekly given to 
abstracting mail. ~he time element implied other 
than a secretarial task. 
Although this position carried the title of "Secretary," 
and only the secretarial job category was checked, on 
the basis of other factors it was not considered to 
rightfully belong in the Secretarial Series. 
Case lll The only activity indicated in this function was that of 
operating the switchboard. This task was checked once, 
and the time given to it was seven and one-half hours 
weekly. 
Further supporting the re-allocation were the follovr.ing 
data: 
a) Indicated no receptionist and no messenger activities. 
b ) Fourteen hours weekly were reported in the steno-
graphic function. 
c) Only one item was checked in the secretarial activity. 
This involved collecting office contributions for 
personnel purposes. The time estimat~ was one-half 
hour per week, and one check mark indicated that it 
was a common part of the job. 
Although the position carries the title of "Secretary ,n 
and only the secretarial job category was checked, the 
nature of the telephone activity and other factors in-
dicated that it does not rightfully belong in the 
Secretarial Series. 
Case 222 No activity was checked in this function. 
Further supporting the re-allocation were the following 
data: 
a) Indicated occasional performance in the receptionist 
function. 
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b) No activity indicated in the messenger service tasks. 
c) Some activity indicated in functions involving mailing, 
filing, and record keeping tasks, with responses 
largely in terms of occasional duties. 
d) Activity reported in the typewriting function involved 
seventeen and one-half hours weekly, ten hours of which 
was given to preparing ditto master copies. 
e) Four hours was reported in stenographic activity. 
f) No activity was reported in the secretarial tasks. 
The payroll job title was reported as 11Secretary to the 
Principal," and only. the secretarial job category was 
checked. The employing organization was a public school. 
Responsibility was indicated to one executive. This 
appears to be a position which, through usage, has taken on 
the title "Secretary," but fails to meet the criteria 
established by this classification plan for allocation to 
Secretarial Series. 
Case 180 No activity was checked in this function •. 
Further supporting the re-allocation were the following 
data: 
a) Activity in the receptionist function was limited to 
one task, indicated by one check mark as a normal part 
of the job. 
b) Except for (a) above, the entire time was accounted for 
in the stenographic function. 
The payroll title for this position was given as "Legal 
Secretary," and only the secretarial category was checked. 
This ?ppears to be a position which has taken on the title of 
"Secretary," through uses, but it does not meet the criteria 
established_in this classification plan for that series. 
Case 274 No activity checked in this function. 
Further supporting the re-allocation were the following 
data: 
a) No performance was indicated in receptionist, messenger, 
mailing, filing, and record keeping tasks. 
b) Eleven hours were reported as given to typewriting 
activity. 
c) Twenty-five hours were reported in stenographic activity. 
d) 
APPEND TIC 13 (continued) 
Performance in secretarial activities involved 
planning schedule of work and/or engagements for 
employer, and abs t racting incoming mail or material 
on file. A total of four hours weekly was given to 
these tasks. 
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Although the payroll job title was "Secretary," and only 
the secretarial category was checked, the preponderance 
of time in typewriting and stenographic activites indi-
cated re-allocation to the Stenographic Series. This 
position was marked for close scrutiny later, as it 
appeared to be a borderline case. 
Case 63 No activity was checked in this function. 
Further supporting the re-allocation were the following 
data: 
a) No performance was indicated in receptionist and 
messenger service activities. 
b) Performance was indicated in the mailing function, 
but only in connection with the task of invoicing 
which was reported as a part of the job. 
c) The bulk of time was reported as being given to 
record keeping tasks. 
d) Activity in the secretarial area was limited to one 
duty. This carried two check marks, and involved 
collecting office contributions for personnel pur-
poses. 
The payroll title of this position was given as 11:.:>ecre-
tary and Billing Clerk," and job categories of file 
clerk and secretary were checked. The presence of record 
keeping tasks and the extent of time given to them 
supported re-allocation to this series. 
Case 67 No activity was checked in this function. 
Further supporting the re-allocation were the following 
data: 
a) No performance was indicated in receptionist activity. 
b) Occasional performance was indicated in messenger ser-
vice activity and in mailing. 
c) Eight hours was indicated in filing activities. 
~.d) Twenty-seven hours was indica ted in stenographic tasks. 
e) Performed two duties in the secretarial function, in-
volving making arrangements for conferences for employer, 
APPENDIX 13 (continued) 
and planning agenda for company or employer sponsored 
meetings. Both items were checked twice to indicate 
them to be an uncommon part of the job tasks. 
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The payroll title was given as "Secretary," and only the 
secretarial job category was checked. However, in the light 
of other evidence, this position was allocated to the Steno-
graphic Series, and flagged for later scrutiny. 
Case 94 No activity was checked in this function. 
Further supporting the re-allocation were the follm'fing 
data: 
a) No performance was indicated in receptionist and messenger 
service functions. 
b) Performance indicated in the mailing function involved 
only the duty of reading mail for distribution. 
c) Performance in the filing function involved on~ the duty 
of reading to determine under what title to file. 
d) Approximately sixteen hours was reported in record-
keeping activity, five hours of this in bookkeeping duties. 
e) Ten hours was indicated in the typewriting and steno-
graphic functions in connection with typing specifications, 
rough draft, and long hand transcription. 
f) In the secretarial function, two items were checked: 
abstracting mail, and opening and closing the safe, both 
being indicated as a regular part of the job. 
The payroll tLtleof this position was that of •secretary,• 
and only the secretarial job category was checked. Criteria 
indicated ~1is position to be more closely that of stenographer 
than secretary, but the Position Description Form was marked 
for close scrutiny as the classification progressed. 
Case 74 No activity was checked in this function. 
Further supporting the re-allocation were the follow'..illg 
data: 
a) No performance was indicated in receptionist or messenger 
service areas. 
b) Performed to a limited extent in the mailing, filing, record 
keeping, and typewriting functions. 
c) Thirty hours were given to stenographic tasks. 
'~) Performed two duties in the secretarial function >vhich 
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were: abstracting mail, and attending business lectures 
and meetings. 
The payroll job title was reported as ttSecretary,n and only 
the secretarial job category was checked. In consideration 
of other cri. teria, however, the position was re-allocated to 
the Stenographic Series, and marked for later scrutiny as 
the classification developed. Contributing factors to this 
re-allocation were: a) respondent employed in a manufactur-
ing office employing 2)0 persons; 30 reported as being em-
ployed on the same type job as this one. The incumbent was 
responsible to more than two executives. 
Case 244 No activity was checked in this fUnction. 
Further supporting the re-all.ocation were the following 
data: 
a) Performed occasionally one task in the receptionist func-
tion. 
b) Performed regularly on a variety of mailing tasks. 
c) Performed regularly two duties in the filing function-
rough sorting and filing correspondenc~. 
d) Major part of time, twenty-seven hours weekly, devoted 
to typewriting duties. 
e) Six hours weekly given to stenographic duties. 
f) No activities checked in the secretarial function. 
The payroll job title was given as "Secretary," and only the 
secretarial job category was checked. This participant was 
employed in an office having a total of twenty workers, seven 
of whom worked on this same type of job. Because of the pre-
dominance of activity in the typing and stenographic func-
tions, and the absence of any duties in the secretarial func-
tion, this position was re-allocated to the Stenographic 
Series. 
Case 172 No activity was checked in this function. 
Further supporting the re-allocation were the follm~ 
data: 
a) Perfomed two of the receptionist tasks as a regular part 
of the job. 
b) Performed a few duties regularly in the mailing am filing 
functions. 
c) Five hours reported given to record keeping duties involving 
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mental arithmetic; and ten hours, to keeping records of 
insurance policies. 
d) .Approximately nine hours was reported in typing activities. 
e) Performance in the stenographic function was indicated by 
single check marks as a regular part of the job, but no 
time was gi van. 
The pay170ll job title was given as "Policy Underwriter and 
General Clerk," and only the secretarial category was checked. 
On the basis of duties checked, this position appeared to be 
more in the nature of stenographic than secretarial. 
7 positions were re-assigned to the Secretarial Series on the basis 
of the following information: 
Case 124 No performance was indicated in the function of tele-
phoning and related activities. 
Further supporting the are-assignment were the following 
data: 
a) Occasionally performs in the receptionist fUnction. 
b) Does not perform messenger service tasks. 
c) rndicated twenty-six hours weekly given to duties 
in the typing function. 
d) Indicated five and one-ha1f hours weekly in the 
stenographic function. 
e) The following three duties were checked in the secre-
tarial function: keeping engageaant calendar for 
employer; making travel reservations; planning agenda 
for company or employer sponsored meetings. 
The payroll job title was given as "Legal Secretar.r," and 
only the secretarial job category was checked. This 
individual indicated responsibility to o~ one employer. 
The employing company was a legal firm. The total number 
in the office was reported as 81, and on this same type 
of job, 29. Because of the nature of the duties checked, 
it is possible that this position is more closely secre-
tarial than stenographic, although it may prove to be a 
lower level position. The Position Description Forlil was 
marked for further scrutiny as the classification progresses. 
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Case 135 No activity was checked in this function. 
Further supporting the re-allocation were . the follOWing 
data: 
a) 
b) 
b 
c) 
d) 
e) 
f) 
Performed generally in the receptionist function, 
Items 1, 2, 4, 5, and 6 having been checked once, 
and a total of one and one-half hours weekly indicated. 
No perdoemands indicated in messenger service, filing, 
and r ecord keeping activities. 
Devotes approx:ima tely three hours weekly to incoming 
mail. 
Indicated six hours per week in typewriting activities. 
Indicated about twenty-eight hours weekly to steno-
graphic duties. 
Indicated one hour per week to secretarial duties. 
Checked onee the .task of keeping an engagement 
calendar, and that of planning the schedule of work 
for employer; checked tmce, opening and closing safe. 
The payroll job title was given as "Secretary," and only 
the secretarial job category was checked. The employing 
company is a law and insurance firm. The total nwnber of 
employees in the office was reported as four i and on this 
type job, one. This position has been re-assigned to the 
Secretarial Series. It is possible that the organizational 
structure and type of business is such that some secre-
tarial activities that might be expected to be performed 
on this job are · perfor.med by executives or not present at 
all in this office. The case was flagged for close 
serutiny as the classification progresses. 
Case 150 No activity was checked in this function. 
Further supporting the re-allocation were the following 
data: 
a) No performance indicated in receptionis, messenger 
service, mailing, or filing activities. 
b) Fifteen or more hours indica ted in record keeping 
activities. 
c) Some activity indicated in typing and stenograJilic 
functions, and some in the secretarial function . 
The payroll job title was given as "Medical Secretary,u 
and only the secretarial job category was checked. The 
incumbent indicated responsibility to only one executive. 
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Case 196 No activity was checked in this function. 
Further supporting the re-assigmnent were the follovling 
data: 
a) No activity was indicated in the receptionist, 
messenger service, mailing or filing functions. 
b) Performed occasionally in the record keeping function--
duties in connection with banking. All were double 
checked as being an uncanmon part of the job. 
c) Performed in typing azxl stenogra}ilic functions, and 
several tasks in the secretarial function--some as a 
regular part of the job and some uncommon. 
The payroll job title was given as •clerk," and only the 
secretarial job category was checked. Responsible to 
only one executive. This employing firm was an insurance 
company, having approximate 1,300 employees. The incum-
bent indicated that only one job existed of the type 
reported on. Respondent reported that "All positions 
are listed as 'Clerk'.• On the basis of available criteria 
the position was re-assigned to this series. 
Case 69 No activity was checked in this function. 
Further supporting the re-nssignment were the following 
data: 
a) No activity was indicated in the receptions, messenger, 
or mailing functions. 
b) Performance indicated as a regula-part of the job in 
the filing function. 
c) Occasional activity in the record keeping function was 
indicated. 
d) Thirty hours was indicated in the typing function, and 
seven hours in stenographic tasks. 
e) Checked four duties in the secretarial function, all of 
which were indicated as occasional tasks. 
The payroll job ti tJ.e was given as •secretary to Sales 
Manager," and only the secretarial job ca tegory was checked. 
The employing company was a manufacturing finn., employing 
a total of thirteen persons in the office, and two persons 
on this type job. The incumbent was responsible to only 
one ex:ecu ti ve. Although there were no telephone tasks 
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indicated, this position was re-assigned in the Secre-
tarial Series as other criteria dictated this action at 
this point in the classification. 
Case 62 No activity was checked in this function. 
Further supporting the re-assignment were the following 
data: 
a) No performaree was indicated in receptionist, messenger 
service, fi~ng, mailing, or record keeping functions. 
b) Performed in typing function an estimated ten hours 
per week. 
c) Performed in stenographic function twenty-six hours 
per week. 
d) Performed several of the secretarial duties ~sted, 
but all were double checked. 
The payroll job title was given as •Senior Secretary," 
and o~y the secretarial job category was checked. The 
incumbent was responsible to o~y one executive. The 
employ:i.ng finn was in the manufacturing industry, and a 
total of 200 employees were reported as working in the 
office, with fifteen working on t his type of job. This 
may be a borderline case and was g.Lagged for close scrutiny · 
as the classification progresses. Some of the criteria 
dictated the re-assigmnent to this series at this point 
in the classification. 
Case 40 No activity was checked in this furetion. 
Further supporting the re-assignment were the following 
data; 
a) Indicated performance of several duties in the recep-
tionist function, not including the discriminating 
Item 2. 
b) No performance indicat ed in messenger service, mai~, 
or filing functions. 
c) Reported ten hours in record keeping activities. 
d) Reported performance in typing function. 
e) Reported the major ~rt of time given to stenographic 
duties. 
f) Performed several duties of a aecretarial nature, all 
indicated as being a regular part of the job. 
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The payroll job title was given as •secretary,• and only 
the secretarial job categoxy was checked. The employing 
company was in the mawfacturing industcy, employ:i.ng a 
total of five persons in the office, with bvo working 
on this type of job. The incwnbent was responsible to 
two executives. Although no telephone activity was 
1ndicated, other criteria dictated the re-assignment of 
this position to the Secretarial Series. 
Recapitulation: 316 position in the Secretarial Series after the first 
re-allocation 
11 positions re-allocated to the Stenographic Series 
305 positions in the Secretarial Series after the 
second re-allocation 
76 positions in the Stenographic Series after the 
first re-allocation · 
__!!positions re-allocated from the Secretarial Series 
87 positions in the Stenographic Series after the 
second re-allocation 
1 
2 
POSITION DESCRI PTION FORM 
APPENDIX · 14 
SBM PDForm 
In COLUMN I. check every duty listed that you perform at 
any t i me. Check twice those duties which are not a part 
of your regular daily or weekly job , but which you do 
bi-weekly, monthly, semi - annually, <mnually or uncommonly . 
I 
In COLUMN II , write. your best estimate of the total time 
giv~n to each duty that o~cupies at least one-third of 
your time. Base your estimate on your typical, ful l work-
ing week . Rec ord the time to the nearest half hour . 
II 
In COL~J III , write your best est i mate of the total time given to 
each duty you perform regularl y , but which occupies less than one -
third of your time. Base ,your estimate on your typical , fu l l work -
ing week. Record the t i me to the nearest ha l f hour. 
III 
DUTIES 
(1) FUNCT I ON OF RECE I VING CALLERS 
rform fall in this cate on 
Receiving business cal l ers 
Arranging appointments for 
Securi ng in ormation as to l ocation of va 
office or ant and whethe r or not th 
Securing and giving necessary 
Interviewing business callers to determine to whom they 
shou la be referred if a t a l l 
king a record of caller ' s name , tit l e, company, and the 
ose of the ca l l and referrin to executi ve i nvo lved 
SUPERVISING the performance of Qthers on any of the above 
duties lguiding and ins tructing) 
(Be sure to check t.h·e t<Mo columns at the right before going on to the next s ec tion 
-4-
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339 (2) FUNCTION OF MESSENGER SERVICE SBM PDForm 
(If .none of the duties you perform fall in this category, il_<)_ on to the next section) 76 % 
I II III DUTIES J s 
92 75 4 Escorting visitors to various parts of office or plant 182 4 
Coll cting and/or delivering written memos within the office 
98 85 4 or plant Q7 A 
9 Col ecting and/o r delivering 
oral messages within the office i81 ] Q I 90 73 or plant 
Doi ~ miscellaneous errands inside and/ or out side office 
R~ 4. 14.2 1?0 ~ or p ant . 
17 5 10 Shaving dictation cylinders; erasing dictation discs [?Q ~q 
OTHER duties you perform involving this FUNCTION: (specify) 
SVPE ~~IT~NG the performance f )thers on any of the above duties ,gui ding and instructing 
(Be sure to check the two columns at the right before going on to the next section) 
(3) FUNCTION OF TELEPHONING AND RELATED ACTIVITIES 
section) % % (If none of the duties you perf orm fall in this category go on to the next 
I II III DUTIES J s 
306 221 54 Receivinf or makinr inter-plant phone calls or local phone 72 18 calls ou side of p ant 
262 167 68 Receiving or making long distance phone calls 164 126 
174 121 44 Receiving telegrams , cablegrams, radiograms 170 I ?~ 
197 98 75 Sending telegrams, cablegrams, radiograms composed by others I ~n . ~~ 
150 65 70 ll~r~~ing telegrams , cablegrams, 
radi ograms, and sending, or 14.~ 4. g t o someone else to send 
218 96 87 K~aJ~ng records oilli names JJ1_ information involved in making an 1or recei v:i._rl_g one~ ~ 144 
6 3 2 
Taking down both sendin~ and re ng ends 
versati on using a recorlinq mechanism 
of a phone con- l~o ~ 
37 19 15 Receiving and/or sending teletype messages 1~1 4.1 
Receiving and/o r sending on tel autograph 
- - - -
80 63 6 Operating inte -office call communication apparatus · system, or any auxiliary internal 179 
7 
- -
Receiving and/or sending through pneumatic tube 
-
1 Operating pneumatic tube central station - -
-
4 3 1 Opening and/ or closing teletype station 7C:.., 
54 27 18 Operating office switchboard (PBX or other ) 50 
OTHER duties' you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
SUPERVISING the performance of others 
duties (guiding and instructing) on any of the above 
(Be sure to check the two columns at the right before going on to the next section) 
' 
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26 
27 
28 
29 
30 
31 
32 
33 
34 
35 
36 
17 
8 
9 
J 
( 4) FUNCTION OF MAILING 
(If none of the duties you perform fall in this ca teqorv 
SBM P~.wn 
96 9~ co on to the next secti on) 
I II III DliTI ES 
36 30 1 Incoming mail: Obtaining mail from post offi ce 
115 93 16 Sorting mail 
216 160 47 Opening mail (manually) 
6 5 1 Opening mail (machine) 
7R n7 1 1 Stamping mail wi th time and/or date s t amp 
110 62 25 Checking enc losures 
132 105 15 Re adi ng mail for distribution 
113 97 5 Routing mail to prope r personnel 
86 71 ~ Routi ng personal unopened mail 
105 86 4 Distributing mail 
36 29 1 Outgoing mail : Collecting mail from various personnel 
42 31 5 Sorting mail· 
153 85 54 Checking enclosures enclosures and/or securing necessary 
233 45 166 Folding letters 
87 42 41 Collating enclosures 
218 78 124 Inserting material in envelopes 
173 97 60 Sealing envelopes (manually) 
12 8 4 Sealing envelopes (machine) 
120 70 34 Weighing letters and/or packages 
92 66 16 Wrapping packages 
114 67 30 Calculating postage for letters and/or other 
151 88 41 Affixing stamps (manually) 
7 ~ ~ Affixing stamps (postage meter machine) 
98 50 34 ~egistering and/or i .. ns.uring mail of any kind 
63 47 3 Delivering mail to post office 
29 20 6 Tracing mail of any kind 
101 74 14 Forwarding mail 
40 27 5 Preparing mail for master envelopes for' sales men or branch office or olant 
40 37 1 Dfre~ting mail to salesmen, p: an branch office or 
19 17 2 Maintaining salesmen's route lists 
19 17 - I nte roffice Collecting from various personnel in plant - .mail..; and office 
33 29 1 Sorting and routing 
39 29 Di s tribut ing -
.e sure to check the two columns a t t he right before going on to the next section) 
-6-
J s 
83 3 
R1 14 
74 22 
8~ 17 
AA ld 
56 23 
80 12 
86 4 
8~ 4 
82 4 
81 3 
76 12 
56 35 
15 70 
48 47 
36 57 
56 35 
75 25 
58 28 
72 17 
59 27 
58 27 
4~ 4~ 
51 ~5 
75 5 
68 21 
73 14 
68 13 
93 3 
89 11 
89 -
88 ':l 
74 
""" -
341 (4) FUNCTION OF MAI LING--continued from page 6 SBM PDForm 
~ q;:( 0/ 
I II III DUTIES J s 
59 Miscellaneous Keeping record of stamp · inventory 66 54 7 mailinq dJtif>s: R? 1 1 
60 64 56 2 Requisitioning stamps RR ~ I 
61 91 65 5 Purchasing postage stamps supply at P.O. '71 _6_ 
62 3 1 2 Filing daily report on metererl mail used 33 67 
63 2 1 1 Taking postage meter to P.O. for new supply ~n f)() 
64 Q 7 1 Arranging for special mailing permi,ts 78 ll 
OTHER duties you perform involving this FUNCTION: (specify) I 
c -4 CHECKING the performance of others on any of the above duties 
s -4 SUPERVISING the performance of others duties (guiding · and instructing) 
on any of the above 
(Be sure to check the two columns at the right before going on to the · next section) 
(If nor e of th 
(5) FUNCTION OF FILING 
96 duties vou oerform fall in this cateqorv qo on to the next section) % 
I II III DUTIES J s 
65 102 68 ~1 Inspecting material for release for filing f..7 ~(\ 
66 202 97 QQ Reading to determine under what title to file AQ A 
67 3 1 2 Coding or indexing for: Soundex ~~ 6 
68 6 1 5 Variadex Alphabetic 17 
69 Triple Check Automatic Alphabetic 
·- - - - -
70 37 15 22 Numeric 41 
71 
75 20 A.R Subject 'Ll 
72 20 10 10 Geographic 5C 
73 106 20 76 Straight Alphabetic 1C] 
74 6 4 1 Legal; Medica~~ Other: Jspecify) , ~r.rin+~· M;:}+e::>r ri1 f'ile~· T::1v ~e::>r\lil"'e::>~ 
. 
67 
75 11 8 f)!') n~ Rough sorting for filing (any system) 47 
76 1 1 
Filing correspondence or Soundex files 
-
other business papers in: 1 
77 10 2 ?_ Variadex Alphabetic files ~0 
78 
- -
Triple Check Automatic files 
-
-
79 40 12 28 Numeric files ~() 
80 118 47 69 Subject files 40 
81 27 11 16 Geographic files 41 
82 180 31 128 Straight Alphabetic files l1_ 
83 11 8 1 (See :Item 74) Other: (specify) 7~ 
(Be sure to check the two columns at the right before going on to the next section) 
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84 
~ 85 
86 
87 
88 
89 
90 
91 
92 
13 
~4 
l5 
7 
g 
I II III. 
8 5 3 
60 13 28 
17 7 6 
86 37 45 
257 166 77 
1 ()Q 71 :1:1 
25 15 8 
40 32 4 
76 14 51 
177 123 37 
241 145 81 
97 55 34 
37 17 14 
37 17 15 
33 19 9 
50 32 9 
5 5 -
6 4 1 
151 104 32 
98 79 11 
38 26 4 
43 :1:1 7 
3e sure to check the 
(5) FUNCTION OF FILING--continued from page 7 
.J"+Z SBM PDForm 
DUTIES 
Filing in visual index files: Visidex (tub) 
Kardex (cards) 
Visible index (book) 
Filing cards any size (other than Kardex) 
Locatinf and pulling correspondence or other business papers 
from fi es 
Locating and pulling cards (any size) from files 
Arranging for Charge Outs 
Tracing "Out" material 
Providing for cross referencing 
Determining when new individual folders should be established 
Preparing new folders for the files 
Establishing and preparing guides for files for correspond-
ence or other business pap_e r s forms or cards 
Operating card tickler, follow-up or pending file 
Operating sheet tickler, follow-up or pending file 
Maintaining catalogue file 
Maintaining files of technical manuals and/o r supplies of 
paqes or contents of them 
Maintaining tack maps 
Operating equipment for and/or maintaining photographic file 
Transferring material to inactive files 
Destroying unwanted records at transfer pe ri ods 
Keeping scrap book 
Maintaining business library of reference books and materials 
OTHER duties you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
SUPERVISING the perfo rmance of others on any of the above 
duties (guiding and instructing) ~ 
two · co lumns at the right before going on to the next section) 
-8-
ol % /0 0 
J s 
163 37 
22 47 
41 35 
43 52 
65 30 
65 31 
60 32 
80 10 
18 67 
69 21 
60 34 
57 35 
46 38 
46 40 
58 27 
64 18 
00 -
67 17 
69 21 
81 11 
68 11 
77 17 
106 
107 
108 
109 
llO 
lll 
112 
113 
114 
115 
116 
117 
118 
119 
120 
121 
122 
123 
124 
125 
126 
127 
128 
6) fUNCTION OF RECORD KEEPING SBM PDForm 
orm 'fall in this ca o on to the next s 
problems of a routine natu r e 
involved 
Subtraction 
r-~~-r--~~+---~~--------------------------------------~--------------------r-~~~ 
Operating comptometer for 
of a routine nature invol 
blems 
Multiplication 
Division 
Addition 
Subtracti on 
Multiplication 
Division 
Operating adding-listing machine f or problems of a routine 
nature 
Comptometer 
Adding-Listing 
Keeping mailing list(s) up-to -date 
Making addressograph plates 
Operating addressograph machine 
recording disbursements from petty cash 
Posting petty cash slips 
Maintaining petty cash fund--balancing and repleni shing 
Obtaining currency from bank for postage , petty cash, etc. 
Checking expense accounts for salesmen and/or othe r 
Maintaining checking account for company or company 
129 checks for accounts payable--against 
r------+------,_------;-~~~L-~e~r~s~o~n~n~e~l~a~c~c~o~u~n~t------------------------------------;-~~~ 
130 promissory notes, drafts, etc , 
131 
132 
133 
134 
135 
138 
check writer or protectograph 
Endorsing checks for deposit 
Preparing cu rrency for deposit- - manua lly 
Operating change counting machine 
Preparing bank depos it slip 
account , 
40 26 Computing working time rec ords for employees 
(Be sure to che ck the t wo columns at the right be fore going on to t he next s ection) 
-9-
1 39 
141 
142 
143 
144 
145 
14 6 
147 
148 
l49 
.50 
51 
52 
53 
)4 
7 
8 
I II 
53 44 
6 1 
7 4 
10 9 
71 15 
2 
-
- -
4 1 
1 1 
3 3 
35 24 
. ~ 
' 19 · ~~tn . 
32 . 2S · :~ 
10 ·a ·:_,. . . 
l8 1~ 
11 10 
32 29 
23 20 
7 5 
23 14 
1 1 
-
-
- -
73 62 
83 67 
(6) FUNCTION OF RECORD KEEPING-- continued from page 9 
j~L!· 
SBM PDForm 
% % 
III DUTIES J s 
9 Rec ordi ng empl oye&s ' wor king t ime 8~ 117 
1 Cal cul ati ng payroll using payroll machine 17 17 
2 Preparing coi n shee t and/o r reques t ing payroll f r om bank 1~=..7 i')O 
1 Putting up ·wages or sal aries (cash) 190 110 
46 Keepi ng books in gene r a l accounting s y"stem (hand) 1?1 lA~ 
2 Keeping books i n ~J eneral acc ounting sy s t em (mac hine ) 
-
loo 
Operati ng stat ement machine 
- - -
3 Operating bi ll i ng machi ne 25 75 
-
Operating posting machine 
, 00 
-
Operating cash r eg i s ter I 
- loo -
10 Checking accounts payable getting O.K. f or re ce i pt i nvoi ce s p r epa r at or y t o payment- -condi t i on of qo ods e t c • 66 29 
~ Keeping reco r ds of personal property and/or re a l estate 84 16 
6 Ke e ping re cords of i nsu r ance pol i ci es 81 19 
2 Keeping r ec ords of investment secvri ti es 80 20 
-
5 Keepi ng re co r ds of fi nancial notes 72 28 
1 Filing s t at ement s of cl a i m with commo n carri ers 81 9 
Re que sting credit report s from Dun and Br ad , checking r a tings 
3 and re cordi ng 91 9 
3 Requesting specia l credit i nf ormat ion from bank or others 87 13 
1 Secu r i ng lette r s of c r edit from bank 71 14 
8 Inve s ti{ating refe r enc es, pe r sonal and/ or f inancial, ing cus ome r c redi t,_ J:le'r sonnel purpos e s_, or other· regard- 61 35 
Operating punch ca r d machi ne loo - -
Ope r ating tabul at ing machi ne 
- - -
Ope r ating s orting ma chine 
- - -
5 Ma intai ni ng cent r al s t ock of off ic e supplies 85 7 
9 Keepi ng and/o r taki ng i nventory of offi ce supplies 81 11 
OTHER duti es you perfo rm i nvolvi ng t his FUNCTION: ( s pecify) 
CHECKING t he pe rformanc e of others on any of the above duties 
SUPERVIriNG t he perfo rma nce of }the rs on any of t he above 
duties gui di ng and i ns tructing 
Be s ure to chec k the t wo columns at the ri ght be fore going on to the next s ection ) 
- 10 -
345 
164 233 
167 67 
168 
169 146 
170 
171 14 
172 22 
173 
174 
175 
176 
177 
178 
180 
181 
182 150 
183 33 
184 
185 
186 
187 
188 
189 32 
70 
9 
42 
11 
3 
2 
11 
190 164 78 
191 85 
192 
193 
194 
195 
196 
48 
90 
3 
129 
28 
200 
13 
FUNCTION OF TYPEWRITING SSM PDForm 
f 11 in this o on to the next 
Typing lab~ls, cards, shipping tickets, etc. 
envelopes 
memos, notices, letters 
manuscripts 
specifications 
reports 
legal forms 
Other: (specify) 
Typing from rough draft: memos, notices, letters 
manuscripts 
specifications 
reports 
l egal forms 
Other: {specify) 
Typing circular letters in quantity 
"Filling in" duplicated letters with date, inside address,et~ 
composed of specified form paragraphs 
selecting the proper form paragraphs that 
on 
Typing mimeograph stencils 
Preparing stencils on mimeosccpe 
ditto master copies: Direct Process 
aring ditto maste copies Ditto typewriter ribbon 
recess, usin : 
Ditto carbon paper 
Ditto pencil 
Typing with multiple carbon copies--five or more 
Typing 
statistical data in previously set-up tabulated form 
statistical data requiring your own planning of the 
of the tabulation 
-11-
197 
198 
199 
200 
C-7 
S-7 
201 
202 
203 
204 
?05 
~06 
~07 
08 
:l9 
LO 
.1 
2 
3 
4 
""" -,--.....,. 
(7) FUNCTION OF TYPEWRITING--continued from page 11 SBM PDForm 
96 % 
I II III DUTIES J s 
258 124 104 Composi-ng material at the ' typewriter--routine,familiar matter ~8 40 
142 74 50 Com~osin~ more involved material at the machine--having to 52 dec1de w at is to be included or omitted 37 
323 89 194 Proofreading own material 28 60 
156 67 72 Proofreading material prepared by others ~3 46 
OTHER duties you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
SUPERVISING the performance of others 
duties (guiding and instructing) on any of the above 
(Be sure to check the two columns at the right before going on to the next section) 
(8) FUNCTION OF DICTATING AND TRANSCRIBING 
I (If none of the duties you perform fall in this cateqory qo on to the next section) a Jo ;o 
I II III DUTIES J s 
180 81 72 Taking dictation over phone 45 40 
14 5 6 Taking dictation: Longhand 36 4:i 
365 
-
338 Shorthand (handwritten--any kind) 93 
-
5 
- 4 Machine Shorthand 80 -
32 8 15 Transcribing dictation: Longhand notes 25 47 
365 - 338 Shorthand notes 93 -
5 2 Machine Shorthand notes 40 -
39 4 31 Machine--cylinders 10 80 
22 5 17 discs 22 78 
7 2 5 belts 29 71 
7 3 2 wire recorder 43 29 
5 2 2 tape recorder 140 40 
33 9 20 
Composing and 
of a familiar 
dictating material Stenographer 27 61 and routine nature: 
4 2 2 Dictating machine 50 50 
14 4 8 Typist 29 57 
12 5 5 
Composing and dictating material Stenographer of a more involved nature: 42 42 
3 2 Dictating machine 67 - -
8 4 3 Typist 50 38 
OTHER duties you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
SUPERVITING the performance of others 
duties guiding and instructing) on any of the above 
Be sure to check the two columns at the right before going on to the next section) 
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21 9 
220 
22 1 
22 2 
22 3 
224 
225 
226 
227 
228 
229 
230 
23 1 
232 
23 3 
• 234 
235 
236 
C- g 
s-g 
347 
I II III 
19 1~ 5 
37 28 2 
46 37 3 
76 6~ ~ 
183 113 45 
165 102 36 
.1() 13 10 
161 58 61 
88 45 17 
25 19 6 
115 83 15 
30 12 13 
34 7 24 
32 23 8 
14 10 -
3 1 -
30 13 11 
62 56 
-
(Be sure to check the 
(9) FUNCTION OF SECRETARIAL ACTIVITY SBM PDForm 
9b % 
DliTIES J s 
Administering tests for employment or other personnel purpose ~8 bn I 
Checking on absenteeism (plant or office) 176 5 
Arranging vacation schedule for employees 80 7 
Collecting office contributions for personnel purposes 83 4 
Keeping engagement calendar for employer 62 25 
~~~~~ng >rk and/c agements 
and, IT remindinQ him of theSe thinQS for employer, 62 22 
Planning itineraries for company personnel 43 33 
Making t r avel reservations: hotel, train, plane, ship 36 39 
Making arrangements for conferences for employer 51 19 
Planning agenda for company or employer sponsored meetings 76 24 
;~Il ~a~~~n~ mail or material on file, informin~ 
vours' reqar' ilnq etails about accounts customers e c. 172 il3 
Securing, abst :it 1 ~or~iling terial from library or sources and/or prepa .ng in report form " ~0 43 
Editing manuscript or other prepared material of this nature 121 71 
Attending business lectures or meetings; reporting on same [72 25 
Acting as notary public 71 
-
Clipping coupons from investments for employer or company 33 
-
ifeparing in orne tax turns for ~~~)loyer or firm Tcompiling 
qi.nes and performing calculations 43 37 
Opening and closing safe with full or shared responsibility 90 -
OTHER duties you perform involving this FUNCTION: (specify) 
CHECKING the performance of others on any of the above duties 
~:1ir~~IT~~fcti~~ ~~~/?rmance c;>f ,)thers on any of the above 
s a1 1nstruct1ng, 
two columns at the right and to complete the SUMMARY OF TIME, page 
-13-
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